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Abstract

This study was undertaken to assess the practidelallenges of performance management
system at Pact Ethiopia. The study was a descefipe of study applying both qualitative
and guantitative methods. Stratified sampling meéth@s used to select employees from
different departments of Pact for the quantitatiaepect of the study while purposive
sampling technique was used to select key inforsri@ntinterview. A total of 98 employees
of Pact Ethiopia Addis Ababa office participatedtie study. Data were collected through
interview and self-administered questionnaires.s@#ptive statistics that included frequency
and percentage were undertaken as a measure afatéamdency. Narrative approach was
adapted for the qualitative data analysis. The ifuigd showed that the performance
management system as stated in the performancegaanget guideline of the organization
is sound. Nevertheless, the findings of the practicalysis led to the conclusion that the
performance management system as a whole and pieaon and use of the performance
appraisal for performance improvement or administr@ ends is very weak. Based on the
findings suggestions were forwarded: revising tlheppse of the performance appraisal in
light of its practical use, improving the objectviand measurability of the criteria and
giving emphasis for the utilization of the performa appraisal results for staff development

and administrative decisions in a timely and caesismanner.
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Chapter |
INTRODUCTION
1.1Background of the Study

Performance appraisal practices are now considasedne of the key contributing
factors to the success of an organisation. Buttiviopia it is relatively a less utilized human
resource practice in the NGO sector. Very few oiggions are putting increased emphasize
on performance appraisal to identify the strengthd weaknesses of their employees to
improve their productivity, which in turn helps th@ganisations to gain competitive
advantage with human resources. These organisatiaves realized that a well developed
performance appraisal process can be useful farsas®nt of employee training needs,
employee merit appraisal, determining of employekary, feedback and suggestion for
performance development Levin,( 1986).

Moreover, performance appraisal can be used as @vational tool for
communicating performance expectations to employees providing them with feedback
Thomas &Bretz,( 1994). So, like any other orgamisest, performance appraisal plays a vital
role in non-governmental organisations (NGOs) ak asgeChowdhury, (2011) explored that
high level employee turnover is prevailing in th&@ sector of Ethiopia. The reasons for
high turnover can be related with several humaowuees challenges as identified by studies
in Ethiopia.

In Ethiopia, NGOs expanded in Ethiopia after th@ Z(&.C) famine. NGOs are active
in the efforts of international development andr@asing the welfare of poor people in poor
countries Werker& Ahmed,( 2007). According to theasthors, “NGOs work both
independently and alongside bilateral aid agenitees developed countries, private-sector
infrastructure operators, self-help associatiomsl bcal governments”. NGOs in Ethiopia
stand out from the traditional associations. Culyenthere are ....international and
...iIndegenious NGOs operating in Ethiopia. This langenber indicates that NGOs play as

dynamic entities in the development of Ethiopia.

As the NGOs are human resources intensive orgamzsatit is very usual that the
performance of the NGOs will depend on employeéoperance. It is evident that trying to
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explore performance appraisal within the organizeti context can help not only to improve
the organization’s performance but also provides o@portunity to contribute in the

performance appraisal research Bernardin& Villanpva86).

With this background, the study was conducted tsess the performance
management practices of pact Ethiopia with more hasig on performance planning,
performance assessment practice, and objectives aebessment results and
problemsencounterd during the process.

1.2Background of Pact Ethiopia

Pact has started operating in Ethiopia since 19@5egally registered in 1996. With
the mandate of building the institutional capadtyocal NGOs and implementing different
programs. Pact is managing a variety of projectgarinership with diversified donor base,
which has been indicated in Pact HR Manual rev&Sgd 2013.Pact has a country strategy
plan which is updated every five year.

Pact Ethiopia is a branch of Pact, Inc. which isetican based international NGO.
Pact, Inc.’s mission is to help build strong comitiaa globally that provide people with an
opportunity to earn a dignified living, raise héglttamilies, and participate in democratic
life. Pact, Inc., which is also referred to astRdeadquarters, achieves this by strengthening
the capacity of grassroots organizations, coaktiand networks and by forging linkages
among government, business and citizen sectors ctueve social, economic and

environmental justice. Pact Ethiopia is part o tstrong linkage.

Pact aspires to see a peaceful and prosperous ndtiose citizens’ social, economic
and environmental wellbeing is sustainably ensumth a mission of attainment of
sustainable and equitable development through emaicapacity development actors and
communities, and by promoting partnership and ssetroral linkage.

Pact Ethiopia accomplishes these by:
o Forging partnerships with development actors;
o Employing a range of innovative development moe@egid tools with the aim

of replication; and
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o Enhancing capacity, and networking (Pact Ethiograrkianual).

Currently, Pact is implementing five projects wih estimated grant of USD 150M.
The major active projects are education, child arelf hygiene and sanitation, livelihood and
NRM projects. To this effect, it has a total of @@ ployees. The organization operates in all

regions of the country.

1.3 Statement of the Problem

At an organizational level, the performance managensystem impacts other HR
systems as well as organizational strategy. Imyeddynamic world the success of the
organization highly depends on the excellence andhaitment of its employees. In order to
ensure sustained productivity and success of mesdfestaff, each organization has to carry
out employee performance management from timeme 8o as to keep them in check and

replace, motivate, retrain or take any other appatgaction.

According to Armstrong (2006) Performance manageémimuses on future
performance planning and improvement rather thametmospective performance appraisal.
It functions as a continuous and evolutionary psscén which performance improves over
time; and provides the basis for regular and fratwkalogues between managers and

individuals about performance and development needs

In the context of the NGOs operating in Ethioping tise of performance management
system seem ineffective given performance is noached to staff development or
administrative measures in most cases. The cag®adafis not different from this general
perception. As a key staff of the human resourgadment of Pact, which is working with
more than 500 implementing partners in Ethiopise tksearcherhas observed that the
management feels as the employees do not pay ttaatien to the performance
management system. Yet, there is no systematiysisabf the situation hampering the
leadership ability to take practical measures flu@mce the system in the desired manner as

the management's effective intervention largelyetiels on its understanding of the situation.
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In light of the above point, this research, therefontended to examine the practice
of employee performance management practice obtbanization, identify its constraints
and come up with plausible action points so as nbaece the effectiveness of the

performance management system.

1.4 Research Questions

The basic research questions of the study are:

1. What is the practice of performance managemenesygin terms of performance

planning, assessment practice and its use) loelalilPact Ethiopia? and

2. What are the factors that are affecting the effectess of the performance

management system?

1.4 Objectives of the Study
The general objective of the study is to assesspifagtice and challenges of
performance management system at Pact Ethiopia.

The specific objectives include:

* To examinewhether there is an alignment betweesttféevaluation criteria and the
organization's overall goals.

* To assess the practice of individual work plar gt planning

* To examine the practice of staff performance agptaystem and its regularity

* To identify the sources of information used in assgy the staffs and validity of the

information for decision purpose.
* To determine the purpose for which the performawaduations are used

» ldentify the drawbacks in implementing the currpatformance appraisal system of

the organization and produce the findings for denisnaking.

1.5 Significance of the Study

Peoples are firm’s one core asset. Hence, orgamigamust give due attention to this

core asset because organizations success highgndleg the quality of their employees.
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The study therefore, will have greater input to hlsenan resource practitioners, especially in
the context of non-profit organizations,who desagrd administer performance management
systems. It will also helpto identify important elents that have to be considered during
performance planning, assessment and the use advlileation results so as to make the

system effective in measuring the contributionropéoyees.

In addition based on the findings of this study thanagement body of Pact could
take practical measure to improve the performanaeagement system of the organization

with the ultimate goal of enhancing the staff angbmization performance.

1.6 Scope of the Study

The study was focused on the assessment of therperice management practices
of Pact Ethiopia. The researcher emphasized oronpeaihce planning, assessment, the
application of the assessment results and prob&rosuntered in the implementation of the
system. Even though pact has offices worldwide tbsearch was focused on Ethiopian

office only.

1.7 Limitations of the Study

The study focus was limited on performance plannasgessment and the application
of the evaluation results and problems encountet, tiese are not the only components of
performance management system. As a result, thlly sulimited to some elements of the
total system.

1.8 Definition of Key Terms

Performance Management SystemProcesses used to identify, encourage, measure,

evaluate, improve, and reward employee performance.

Performance Appraisal (PA): The process of evaluating how well employees$gper their
jobs when compared to a set of standards, andcthramunicating that information to those

employees.
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1.9 Organization of the Research Report

There are five chapters in this study. The contétach chapter is summarized in the
report as below.

Chapter 1 of the study presents background infaomabrief information of pact
Ethiopia, the problem statement, the objective aighificance of the study, research
guestions, definition of terms, limitation & scopkthe study including chapter plan.

Chapter 2 of the study covered literature review qgpoerformance

appraisal/management system.
Chapter 3 deals with methodology and procedures umsthis study. It encompasses
introduction, study of the sample size, descriptioh the sample subjects, research

instrumentation and description of the procedures.

Chapter 4 described the finding analysis and inétation of the study with sub

topics introduction, details of respondents andegarobservations.

Chapter 5 highlighted the implications based onr#sailts, it includes summary of

major findings, conclusions, recommendations andllff suggestion for further research.
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Chapter Il
LITRATURE REVIEW

2.1 Defining Performance Management Processes

Performance management is a system for integrating management of
organizational and employee performance Willian)02) as cited by Maila, (2006).
Performance management is defined as “the systemacess by which an agency involves
its employees, as individuals and members of a ggrao improving organizational
effectiveness in the accomplishment of agency wisand goals”, this was obtained through
(U.S. Office Personnel Management, (Undated) Batswanified Revenue Services (BURS,
2002) states that performance management is an@sponsibility between managers who
carry out the assessments and the staff whoserpenice they are assessing. It is essential

that this process is carried out objectively, opeamd honestly.

Performance management process was defined as rfnwaus process where
supervisors and employees work together to eshabligectives (goals), monitor progress
toward these objectives and assess results”. With grocess, employees receive regular
feedback and coaching which is a vital developnpeotess for all employees (KSU, 2009).
According to Cornell University (2010), the firstement of performance management
process that must be effectively executed is sgedfthe required levels of performance and

identifying goals to be achieved.

The researcher understands from the above defisitioat performance management
processes is a continuous (non-stop) process tiddrscores the need for supervisors and
employees to work together in determining the oization and employee’s goals and

determining performance standards required to aehlese goals.

The researcher views performance management pegcassa continuous negotiation
process that calls for effective communication Ac(#008). It is a process that requires that
calls for identification and prioritization of gealdefining what constitutes progress towards
goals, setting standards for measuring resultstrae#ting progress towards goals. It further
calls for exchanging feedback among the componegit€fprcing goal oriented activities and

16



intervening to create improvement when needed. pédormance management process

places greater importance on the methods usecievacresults.

For the purposes of this study, the researchenei@fperformance management as the
process by which an organization defines its pugp@sd sets its objectives and the activities
it undertakes to ensure that its goals are comsigtmet in an effective and efficient manner
by focusing on the performance of the organizatitsngepartments or functions, employees,
and its processes in product or service delivery.

2.2 Purpose and Benefit of Performance Management

Bratton and Gold (2007) highlights the purposes@eiontrol and administrative in
nature as follows:
* The making of administrative decisions concerniag, promotions and careers, and
work responsibilities — the control purpose; and
» The improvement of performance through discussexgtbpment needs, identifying
training opportunities and planning action — theedepment purpose.

The researcher however regards Bratton and‘Golew as being limited. The basic
aim of a PMS should be to create an organisatighinvivhich the actions of its managers
and employees are coordinated and directed tovthedsrganization’s provision of services
and products that meet customer needs throughincoos improvement of that
organisatiofis processes and its employees and managementls akill competencies.
Armstrong andMurlis,( 1994). Thus PMS represents aaganization’s drive towards
competitive advantage and achieving high perforraaiee. quality products, improved
output and efficiencies and lower costs). Bennet Blinty as cited jnNel.(2008) identify

three major purposes of a performance managemece$s. These are:
» Itis a process for strategy implementation;

» Itis a vehicle for culture change; and

* It provides input to other HR systems such as agreént and remuneration.
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PMS focuses on both organizational and personaldprnent. In this regard, it is an
effective tool for developing a Learning Organiratiempowering employees and enhancing
employee accountability and motivation through nggmaent by agreement, in line with
McGregof‘'s management by integration and self-control. Aromgg and Murlis, (1994).

Learning Organizations are “...organizations whereppe continually expand their
capacity to create the results they truly desiteene& new and expansive patterns of thinking
are nurtured, where collective aspiration is s&t fand where people are continually learning

to see the whole together.” (Sengeas citedhtp://www.infed.org/thinkers/senge.htm

Through effective reviews, organizations can idgnémployee development needs and
determine appropriate rewards for positive contidns. This use of the PMS for rewarding

performance is also recognized by a plan and Nq®896) who acknowledge that the BSC
can be tied to individual performance and compémsatystems. These authors note the
integration issue relating to the implementationtioé BSC as the linkage to personal
objectives and rewards. Research has also showrfahgerformance related pay to be

acceptable, it should be based on a credible pedoce rating system. Armstrong

andMurlis,( 1994).

In this regard, compensation has a potential ofivathg performance. The linkage
of PMS to reward has its own demerits though-thestude the contamination of the
constructive developmental intentions of the PMSmhreviews become reward centered
rather than open and objective appraisalsArmsteorthMurlis,( 1994). In the broader sense,

PMS is targeted towards achieving high corporatéopmance.

The purposes proffered by Bratton and Gold (20@6va however fail to recognize
the importance of PMS in strategy development aval getting. The PMS is a powerful tool
for strategy development as well. This is suppoligd&Kaplan and Norton (1996) who also
noted that Kenyon Stores used the BSC for straf@gyulation. In addition and as noted by
Bennet and Minty; Kaplan and Norton, (1996), theSM a useful tool in measuring and

assessing the success of the implementation ittaggy.

In order to achieve the continuous developmentaibges of a PMS, the organization

should recognize the dynamism of the performancasomement system and continually
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review, assess and update such a system. KaplaNaridn, (1996). Accordingly, “the
performance measurement system should includefactigé mechanism for reviewing and
revising targets and standards Ghalayini and Nd&@96) as cited by Bourne , (2000)". It
should be used to challenge the assumptions ahtheesalidity of the strategy (Eccles and
Pyburn, 1992; Kaplan and Norton, (1996); Feurer @mdharbaghi, (1995), as cited by
Bourne,( 2000).

2.3 Performance Management Process

Performance management can at best be seen ascasgprthat supports the
achievement of business strategy through the iategr of corporate, functional,
departmental, team and individual objectives. Withhis process, the organization
establishes an environment that allows for cleanroanication of its mission and goals to
employees and in which they are also encouragembritribute to the formulation of these
objectives (Armstrong and Murlis, 1994).

In this respect, performance management integratds a top-to-bottom and a
bottom-up approach to strategy formulation andl@mgntation. As noted by Bratton and
Gold (2007) “...the adoption of a PMS (thereforg)resents an attempt by an organization
to show a strategic integration of HRM processdsclwvcan together be linked to the goals
and direction of an organization”. This is similes the Performance Management
Framework presented by Armstrong and Murlis, (1994)

The performance management framework of ArmstramyMurlis is aligned to the
PMS processes by Nel., (2008), summarized into fowin categories covering (i)
performance planning, (ii)) performance coaching amentoring (iii) performance
measurement and evaluation and (iv) performanadbBesk and documentation. Within these

categories, the organization performs the follovangvities Nel, (2008):

Clarification and communication of organizationbjextives;

» The alignment of individual and group goals witlyamizational objectives;
* The monitoring and measurement of individual araugrperformance;

* The early identification and reporting of deviaton

* The development of action plans to correct the atens;
19



* The coaching and mentoring of individuals and gspup
» The review of individual and group performance, atite re-evaluation of

organizational processes

2.4 Performance Measurement and Performance Appraid

2.4.1 Performance Measurement

Balanced scorecard originally developed as toobfrformance measurement at the
organisational level and has been expanded todactuitical success factors Kaplan and
Norton,( 1993) as cited in MoF,( 2009). It is reozgd by the researcher that the definition
of performance measurement underscores the needtfout/ product to be measured Maila,
2006). Emphasis on measuring output is fully sufga by this study as it could assist
managers to determine whether or not the empleyaaput contribute to the attainment of

the set goals.

The researchers contribution to the definition e&fasurement is that this process is
aimed at determining strategies necessary to thleadon of the organization’s objectives,
as they appraise how far one is from attainingsittegoal. The process calls for assessment
of results and provision of honest feedback toeeitstrengthen progress or remedy non

progress

2.4.2 Performance Appraisal

Performance appraisal was once considered as a&gsraevolving a line manager
completing an annual report on subordinate’s peréorce. But as time passes it has become
an integral part of performance management systedh performance appraisal is today

considered as the key element of performance mamage-letcher,( 2001).

Appraisals are relevant and critical componentthefcomplete process and a much
broader concept of performance management. Aomgtr and Murlis,( 1994). This is

supported by Nel, (2008) who argue that “..pleeformance evaluation process can no

longer stand on its own and must become an int@girdlof a holistic PMS that adds value to
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the organisation.” In this project therefore, ldwire relating to performance measurement
and performance appraisal and evaluation also farsignificant component of the literature

review.

Performance can be rated in different ways. It “n.t@ measured on the basis of
whether the type of judgment called for is relatme absolute evaluation”. Nel, (2008).
Relative judgment relates to comparisons of em@syaoing the same jobs against each
other and provides the supervisor with superiofjestilve influence which may be seen as
unfair and lacking credibility. In contrast, abgelyudgments “...ask the supervisors to make
judgments...based solely on performance standardsfelbly creating conditions where

feedback to the employee is more specific and basetimensions of performance.

Sherman,(1996) classify performance appraisal igaks into three main categories,
viz, those measuring traits, behaviors or resdlte authors observe that “trait approaches
continue to be popular. These systems have inhexdnectivity and can be difficult to
administer. Behavioral approaches provide moreoaatriented information...and therefore
may be suited for development. The results oriemjgaroach, also MBO...focuses on the
measurable contributions that employees make torijnization.” “MBO is a philosophy of
management that rates performance on the basimplogee achievement of goals set by
mutual agreement between employee and managerrin@he (1996). The results method

appears to be best suited for XYZ due to its obhjigtif properly applied.

Performance appraisal is the process through wdmchrganization gets information
on how well an employee is doing his or her job NbBellenbeck, Gerhart & Wright,(
2006).Mathis and Jackson , (2005) extended thigitleh by adding that performance

should be compared to a set of standards and tmemanicated with the employees.

Performance appraisal is also known as, employ&agraemployee evaluation,
performance review, performance evaluation, andltesappraisal Mathis and Jackson,(
2005). According to Khan, (2008), it is an objeetway to evaluate employee work-related
behavior. Performance appraisal is widely used determining wages and salaries,
promotion, training and development, providing perfance feedback, and identifying
employee strengths and weaknesses Mathis & Jac{&abB); Noe,(2006); Khan, (2008).
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Bohlander and Snell, (2007), and Mathis and Jack@fi©5) identified two types of
uses for performance appraisal information; these (@) developmental uses, and (b)
administrative uses. Developmental uses includeyviging performance feedback,
identifying individual strengths/weaknesses, recgg individual performance, assisting in
goal identification, evaluating goal achievemerdentifying individual training needs,
determining organizational training needs, reinfuyc authority structure, allowing
employees to discuss concerns, improving commuaitaind providing a forum for leaders
to helpBohlander& Snell,( 2007).

Administrative uses include, documenting personrdgcisions, determining
promotion candidates, determining transfers andjasents, identifying poor performance,
deciding retention or termination, deciding on [ypvalidating selection criteria, meeting
legal requirements, evaluating training progranmjpess, personnel planning, and making

reward/compensation decisions Bohlander& Snell((720

2.5 Factors Affecting Effective Performance Managemnt Process

Effective management of individual or team perfong® requires a combination of
processes that ensure that what people do in ti@nization will lead to the results the

organization needs Mohrman, Cohen, and Mohrma®$)L9

BURS (2010) states that the PMS success is deparum@d the development of an
environment of mutual trust and respect betweenagens and supervisors, and their staff at
all levels. It is further stated that the processarried out objectively, openly and honestly.
The challenge in the researchers opinion is hodetermine that the process was carried out
in an honest manner and it also requires somesskillthe part of employee and that of the

manager to create an environment of mutual trugE,N2009).

Another challenge is to ensure that everyone’soperdnce is managed in all areas of
their work, Maila,( 2006). Lockett, (1992) as citad Maila, (2006) finds equally
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unsatisfactory the day to day crisis managementevtaggets are set daily and feedback is

expected on those targets.

The challenge is that not all organizations are bgddemocratic leaders where all
employees are treated with trust. Cultural divgraihanagement, management styles
especially if it is automatic can impede perfornant employees. Change management is a
challenge in itself, to manage performance one toade mindful of changes in the
environment and to adapt to it by managing the ghan

Effective communication is a two way traffic (Inteitural Management), and plays
and in important role in performance managemeng dhallenge is who is the leader at the
time and what management style does he/she applias?it be changed to allow for
flexibility?

The researcher is of a view that challenges wiWags be there and it is the
responsibility of managers to ensure that theycareerted into opportunities.

2.6 Critical Factors to Effective Performance Managment Processes

Critical success factors should not be confusedh Wwey performance indicators.
These factors are measured strategically, whereag performance indicators are
guantitatively measured. Critical factors to peariance management include a participatory
process for determining results, continuous perémoe dialogue and feedback and the

growth of the organization’s human resources, (QRROO05).

According to Vanguard University (2011), three &ast which must be present to
achieve and maintain optimum levels of individuarfprmance. First, skills and personal
characteristics that an employee possesses andhigivieer the potential to perform at a high
level. Support, this factor is primarily managetseresponsibility and Effort; the amount of
energy a person applies to complete a task or Wi#ingness to work is the final factor in

assessing marginal performance.
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2.7 Pact Ethiopia Performance Management System

The human resource management of Pact is guidadoblicy and different manuals
developed to translate the policy in to actionthia policy statement of Pact Ethiopia,it is
stated that Pact leadership believes as the protessluating employee performance is an
important way to improve the effectiveness of thganization through the best possible use
of personnel (Cite the HR manual here).It alsohierrindicatesthat the performance

evaluation exercise is installed with the purpdse o

a) Recognizing and rewarding superior accomplishmemts,
b) Identifying and correcting both organizational amahployee’s areas which

need improvement.

The purposes of performance appraisal within PA@iidpia are describes as follows in the
human resource manual of the organization:

a) To provide feedback

b) Written reviews serve other important purposes sisctine following:

* Documentation on which to base promotions, raisémouses.

e To review an employee’s work related behavior wahview to
improving his/her performance through training,rieardevelopment
and motivation.

» To provide information for making fair and equitalalecisions related
to appointment, promotion, regards, transfer, gdis and

termination of an employee.

PACT Ethiopia uses a combination form which inckidpecific and traditional
performance appraisal forms to measure the emplpgeermance. The forms include
job specification forms and traditional performameeiew forms. The nature and content

of the forms are discussed below:
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Job Specific Forms:Job-specific evaluation forms measure actual jaiedwand

responsibilities rather than general personality

Traditional Performance Review Forms: Personality traits are used to measure
performance. Examples of traits are cooperativerasility to handle stress, flexibility
etc. Since they are so general, the traditionah$ocan be used for a wide variety of
positions. Most of the personality traits (calleerformance factors) can be applied to
any job since they are not job specific.

Formal reviews of performance are made at the éméch calendar or fiscal
year. The fiscal year of PACT Ethiopia ends int€eyber. In addition, appraisals are
conducted on the following occasions:

= Atthe end of a probation period of a new employee

= Before considering any promotion of an employee

= Before considering disciplinary action of an emgey

= Before considering any termination of an employes a

= Before considering any career development of anl@yap

All staff are expected to have an individual wot&mthat is agreed with their direct
line managers. Supervision meetings are expected tmnducted to assess progress against
the work plan scheduled on a quarterly basis. Aiviac accomplishment reporting format
has been designed to assist staff in preparatioguarterly supervision meetings (attached in
annex 3). lIdeally, staff should be able to trawofirt own progress against work plans on a
monthly basis using this format. The quarterly suigeon format (annex ...) is designed so
that documentation during each supervision meatargtake place during the actual review
process. Records of progresses are also expectbd tmted in bullet point form in the

comment column.

The documentation of the review process need teigreed off by the line manager,
staff member and reviewed by his/ her immediateesugpor before going to file as indicated
in the manual. A copy is expected to be provideth®HRD Manager for the individual's
file and a copy should be provided to the staff inem
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The fourth quarterly supervision meeting is expegdtebe conducted at the end of the
calendar year and includes the last quarter superviand 360 degree appraisal, which
includes self-appraisal, reverse appraisal peerazggh, external appraisal and line manager
appraisal.All managers are accountable for conguledf quarterly supervision meetings and

annual reviews as per the agreed schedule.

The completed appraisal form is supposed to beetell to the employee prior to the
debriefing meeting.The performance evaluation mestiare expected to be held privately
and without interruption. If performance is so liad supervisor may consider terminations,
the review form can also serve as a warning. WWheremployee signs the acknowledgment,

he/she confirms awareness of the warning as well.

The employee is then asked to sign the appraidahoadedge receipt. If the
employee disagrees with anything on the appraabr she has the opportunity to write a
response within a week’s time. A copy of the res@oand other supporting documents will
be attached with the appraisal and forwarded toRimance, Grants and Administration
Department by the immediate supervisor. The Fiean@rants and Administration

Department will give a copy of the appraisal to @muntry Representative for final approval.

The completed appraisal form in which the immedmipervisor and the employee
have both signed are kept in the personnel fileéhef ratee as a vital record for the

employee’s performance and progress.
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Chapter Il

RESEARCH DESIGN AND METHODOLOGY

3.1 Research Design

The study is descriptive type of study. The rededesign was preferred based on the
nature and purpose of the study. As the researatongerned with the analysis of the
performance management system of Pact, descripyipe of study was found to be
appropriate. Mixed method research approach wésnetl in the assessment of the practice
of performance planning, assessment, and the dsagpoaisal results. A mixed approach
was desired to benefit from the merits of both rod#h In this context, the quantitative
method was used to generate quantitative dataxardiee relationships while the qualitative

aspect was concerned about the perspectives ehthtoyees and management bodies

3.2 Data Sources and Collection Instruments

For the purpose of the study, relevant informatiaas collected from primary and
secondary sources. Secondary data source compfiggtformance management guideline
of Pact, books, reputable journals, online inteomatl conference papers, and other pertinent

sources. The primary sources of data were the grapsoof Pact.

Self-administered questionnaire and interview guidee used to collect data. The
guestionnairehad six sections. Section A: detditegpondents, Section B: information about
goal clarity, Section C: issues about performaple@ning and its components Section D:
practice of performance assessment, Section E:tabheuuses of performance appraisal,
Section F: about problems in the current perforraamgpraisal system. The questions were
structures using a 5 level rating-scale. The ingsvwguide was used to frame the interview

with the key informants indicated above.

3.3 Population of the Study

The study is concerned about the performance mamageof Pact as an institution.

Yet, given that organizations are a group of petipdé work together to attain a certain goal,
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the population of the study will be the employeEPRact Ethiopia Office. The total number
of the staff is100at the time of the study.

3.5 Sampling technique and sample size

Since the number of total population was small arahageable, it was all of the
staffs who were included in the study. Accordirdytotal of 98 employees had participated in
the study. For interview purposeone country doeabne Admin and HR director, and one
Finance and Grant department director, two progiaectors were selected to get in-depth
information about the performance management sysfiethe organization. The remaining

staff had given their opinions through self-resgogsestionnaire.

3.5 Procedures of Standardizing Tools

Prior to administer the data collection tools tleatent validity and reliability of the
tools were assessed. The reliability of the too&senexamined using test-tetest approach.
Taking a similar international NGO working with Ra¢he survey questionnaire was
administered to 10 employees by two different datidectors’ with interval using the same
tool and addressing the same people. The correlagbwveen the score of the these two data
was analyzed. The result showed that the toollisbie with a r value of 0.83. The content

validity of the interview guide was done using extpinion.

3.6Methods ofData Analysis

After collecting all pertinent information aboutetissues under investigation the data
was organized, classified and analyzed. Descriggtaéstics like the frequency distribution
and percentage were used to describe the data.oMategraphs were used to increase the

attraction of the data presentation.
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Chapter IV
DATA PRESENTATION AND ANALYSIS

4.1 Introduction

A total of 98 employees of Pact Ethiopia officesdgoarticipated in the study.
As can be seen from Table 1below, 7 percent optrécipants wereDirectors, 26 percent
Managers, and round 41 percent werestaffs with sugervisory role in the organization.
The rest were middle level supervisors. The seltibigion of the respondents’ shows that
men constituted the majority of the study partioiga(66%). Most of the respondents are in
the age category of 36-45, constituting 42 peroénhe study participants, followed by the
age category of 25-35(38%) and 46-60(17%).

Table 1Participants by sex, age and position

Count Percent
Female 32 34.0
Study participants by
sex Male 62 66.0
Director 7 6.5
Manager 24 26.1
Study participants by Supervisor 8 8.7
position Non-
_ 38 41.3
Supervisor
Other 16 17.4
Under 25 2 2.1
stud o o 25-35 36 37.5
tu articipants
P P Y 36-45 42 43.8
age
46-60 16 16.7
above 60 0 0.0

Source: (Own Survey, 2015)

The study participants’ composition reflects &k tunits under Pact Ethiopia

office. Staffs from administration, transport, rasd and evaluation (MERL) information
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technology, grants management, finance and prograits participated in the study as
sources of information in the analysis of the penfance management practice and
challenges. Besides, staffs from the human resalepartment and other staffs who did not
participate in the questionnaire had participatadthe key informant interview. See
table...below for the distribution of the study peigiants by department.
Figure 1 Study participants by department
Source: (Own Survey, 2015)
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As can be inferred from the age structure of theysparticipants profile, most of the
study participants have immense work experience th@ purpose of the study, it was only
the employees years of service at Pact Ethiopia wWes assessed to determine their
familiarity with the system. Accordingly, it wasund out that 77 percent of the respondents
had served at Pact for at least three years whBilpercent have a service of more than a

decade. On the other hand, 17 percent have yeaeswice less than two years.
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The educational background of most of the studyi@pants was found to be first
and second degree. While 48 percent of the emetoparticipated in the study have masters
of arts/science, 35 percent have first degree. @& of the participants were with
educational level of diploma (6 percent), technisahool graduate (4 percent) and high

school graduate (6 percent)

Table 2 Participants educational level and yeaeofice

Count Percent

0-2 years 16 16.7
) 3-5 years 74 77.1
Years of service
6-10 years 0 0.0
above 10 6 6.2
High school graduate 6 6.2
Technical school
4.2
o graduate
Study participants by .
' College diploma 6 6.2
level of education _
First degree 34 35.4
MA/MSC 46 47.9
PHD 0 0.0

Source: (Own Survey, 2015)

4.2 Clarification and Communication of Organizatioral Vision and Mission

Goals have been considered important as expressiamganizational values that can
stimulate and generally orient employees to theammstion’s mission Rainey, (2003).
Researchers also address that clarification ofsgéal individuals and work groups can
improve efficiency and productivity Rainey, (2003cholars have suggested that clear
organizational vision and goals engender a sensavolvement and contribution among
employees Davenport,( 1996); Leonard, (1995); O’'@aedd Grayson,( 1998). Specifically,
Leonard, (1995, p. 8) notes that “the clarity af tfbal enables managers and operators alike
to concentrate their attention on those activitied add obvious value.” In light of this, the
communication and clarification of the organizatiosion and mission was assessed as a key

element of performance assessment practice.
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Vision and mission was rated at 4.2 (max 5 and 3)iXn pioneer organizations, the
vision and mission of the organization are thosehef pioneer leaders. In international
NGOs, often the vision and mission are ‘predeteediinThese are set at headquarters. The
process of contextualizing the international visam mission is often a political one. And it
is often difficult for individuals and groups of gg@e within the organization to influence the
vision and mission. In the case of Pact, the giafteption is different. 82 percent of the
guantitative survey participants reported as thstowi and mission of the organization are
very clear. 18 percent reported as the clarity amdkerstanding of the vision and mission by

the staff require improvement.

Most of the participants of the interview indicatasl the vision and mission of the
organization are very clear. In connection to tthigy indicated as the vision and mission of
the organization are included in each of the ptejeand programs the organization is
implementing- facilitating the internalization dfet vision and mission by the staff. Some had
also reported as the vision and mission of the rargdion influences their motivation
positively. One staff mentioning the situation séidis very clear and | am inspired by the
mission and vision”. Contrary to this, few staff evtook part in the interview expressed their
concern on the understanding of the vision and ionisy the staff and recommended

posting them on the office walls.

4.3 Planning of Performance Assessment

4.3.1 Planning Process

Most of the study participants ( 61 percent) désatias the appraisal procedure
require employee’s involvement in the developménhe employee’s performance plan. The
response of the study participants about the mecthows as the process is more of
participatory. 56 percent of the respondents repors goal setting is exercised in a
participatory manner. Furthermore, 62 percent ef skudy participants indicated as their
supervisors give them a chance in the performafamenmg process. On the other hand, 31
percent of the respondents reported as the gdalgetrocess is not participatory while 13

percent remain neutral in judging the participatoayure of the process.
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Table 3Participation in performance appra

Count Percent

Strongly disagree 10 104
. Disagree 18 18.8
The goal setting process .
o Neither agree nor disagree 12 125
participatory
Agree 44 45.8
Strongly agree 12 12.5
The appraisal prograr Strongly disagree 16 16.7
require employee Disagree 14 14.6
involvement in the Neither agree nor disagree8 8.3
development of the Agree 38 39.6
employee’s performanc
Strongly agree 20 20.8

plan

Source: Owen Survey, April 20

On top of the above, 72 percent of the respondents expressed that their supervisors
participate in the performance planning process. In connection to this, 4 percent of the
respondents remained neutral, while 23 percent of the respondents reported as their supervisors
do not participate in the performance planning process.

Figure 2Getting chance to participate in performe

W Frequency
Percent

. M Percent
. requency
Disagree Agree

Niether
agree
nor
disagree

Total

Source: (Ow Survey2015)
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Goal Setting, Alignment of Objectives, Clarify of Expectations and Roles

The more the organizational objectives and indigldobjectives are aligned, it is
expected that the motivation of the staff will begnanced and the overall performance will be
improved. Asked about the degree to which theiividdal objectives are aligned with the
organizational objectives, 53 percent of the rageats indicated as they believe their
objectives are aligned with the organization olyest On the other hand, 30 percent of
them reported as they do not agree on the alignrokérthe objectives. This might be
attributed to the fact that some of the projecesdiganization is implementing are out of the

strategic objectives of the organization e.g. etlangrograms.

In relation to this, the study participants wer&eakif they are clear with their roles
and responsibilities. 77 percent of the staff vgaoticipated in the study reported as they
know their roles and responsibilities very cleasllgile 19 percent indicated as they are not
clear with their responsibilities. Likewise, 62 pent of the study participants indicated as the
performance expectation of their supervisors isarclehile 31 percent report as the
expectation of their supervisors is not clear &nth

Table 4. Knowledge of responsibilities and cladfyperformance expectations

Count Percent

Strongly disagree 6 6.2
Disagree 12 12.5

Know my Neither agree nor

responsibilities clearly disagree 4 *e
Agree 22 22.9
Strongly agree 52 54.2
Strongly disagree 18 18.8
Disagree 12 12.5

Supervisor makes .
Neither agree nor

performance _ 6 6.2
_ disagree
expectations clear
Agree 30 31.2
Strongly agree 30 31.2

Source: (Own Survey, 2015)
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Most of the participants of the qualitative studgpaorted that there is alignment
between organizational mission and staff perforreaptans. Yet, most believe that the
harmonization needs systematic effort in aligning strategic objectives and the different
development projects. This is because withoutalighment of the different development
projects with the strategic plan of the officewitl be difficult to link the performance plans
of the staff with the organization mission given snof the staff are hired for projects.
Nevertheless, the majority of the respondents atdat that all of the projects are linked to

the organization mission directly or indirectly

4.3.2 Goal Setting

The majority of the study participants 56 percegorted that they have participated
in the goal setting process of the organizationdéaling with the difficulty of the goal
setting process 46 percent believe that the getéihg process was not difficult. Yet, 35

percent of the study participants mentioned thiat difficult.

In discussing the contents of the goals and thgnadent of the performance plans
with the key success criteria, most of the studyigpants reported as the performance plan
of their department contain success criteria whidene reported as their individual plans
contain success criteria. Regarding this, 52 peéroé the respondents reported as the
performance plan of their department indicate sse@egiteria while 29 percent of them do
not think as their departments plan do contain esgcriteria.

35 percent believe as their personal objectiveainrdlear measures of success while
only 37 percent of the respondents think that pexsmbjectives do not contain clear
measures of success. In connection to this, 28epemvere indifferent (unable to judge)
about the inclusion or absence of clear measuseadess in their personal objectives.
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Table 5. Inclusion of success criteria in plans

Count Percent

Strongly disagree 12 12.5
My department’s Disagree 16 16.7
performance plan Neither agree nor
indicates success disagree 18 168
criteria Agree 34 35.4
Strongly agree 16 16.7
Strongly disagree 8 8.7
Disagree 24 26.1

Personal objectives dc
Neither agree nor

not contain clear . 26 28.3
disagree

measures of success.
Agree 24 26.1
Strongly agree 10 10.9

Source: (Own Survey, April 2015)

4.4 Change Management

As changes are introduced in the organizationatativjes and targets, the change
needs to be cascaded to each level of operatiaas 40 align the overall operation to the
desired direction. Accordingly, change managemsraat of the performance management
system was assessed focusing on the degree to tedmployees are kept updated about

changes in the organization and adjustment of plans
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Table 6. Change management

Count Percent

Strongly disagree 6 6.2
| am always updated by mDisagree 28 29.2
organization as Condition: Neither agree nor
_ _ 16 16.7
Change and revise our  disagree
objectives accordingly  Agree 34 354
Strongly agree 12 12.5
Staffs Actively participate Strongly disagree 14 14.6
in the midterm review Disagree 26 27.1
meeting in order to update Neither agree nor
o . . 18 18.8
objectives as conditions disagree
changed and reinforcing Agree 26 27.1
effective behavior Strongly agree 12 12.5

Source: (Own Survey, April 2015)

48 percent of the respondents reported as theypdated about changes in the
organization. These people also expressed as ¢hesertheir objectives accordingly. Yet, 36
percent of the respondents indicated as they ateupdated on emerging issues and
organizational changes; resulting in failure to ieev performance plans and criteria.
Furthermore, only 40 percent of the staff thatipgated in the study mentioned as they
participate in review meetings that are aimed @iemng progress and objectives as well as

reinforcing effective behaviors.

4.5 Performance Measurement

Formally identified criteria provide greater objeiy and are more likely to reward
performance, rather than being seen as favoritishrpercent of the respondents reported as
their departments plans have success criteria. @r@nt of the participants also think that
the criteria for evaluation is based on observabld measureable characteristics of the
behavior of employees. Moreover, 52 percent of shedy participated revealed as the

performance measurement was agreed up on withsiye@arvisors.
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Jobs almost always have more than one job critemiodimension. Some criteria
might have more importance than others to the azgan. When measuring performance, it
is important that relevant criteria be used. Gdhgreriteria are relevant when they focus on
the most important aspects of employees’ jobs. st important job criteria should be
identified and be linked back to the employees’ gascriptions. In light of this, the study
participants were asked if the most competencigtsate expected in performing the job have
been identified. In response to this, 52 percenhefstudy participants indicated as they are
identified, 28 percent reported that such compétsnare not identified while 11 percent

were unable to comment.

Table 7. Identification of most important

competencies

Frequency Percent

Strongly disagree 16 17.0
Disagree 10 10.6
Neither agree nor
_ 10 10.6
disagree
Agree 42 44.7
Strongly agree 16 17.0
Total 94 100

Source: (Own Survey, 2015)

A standard against which to compare the informatisnnecessary. Realistic,
measurable, clearly understood performance stasdsedefit both the organization and the
employees. 60 percent of the respondents repagdte standards of the work evaluation
are clear, 53 percent believe that the standamdslaar, easy to understand and are be put in
measureable terms. On the other hand, 31 percetiteofespondents do not think as the

standards are clear or measureable.

Setting criteria and standards is a key elementhef performance management
system. Yet, sound criteria and standards are mgthfi not properly utilized in the

performance appraisal for which they had been edean looking at the degree to which the
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performance criteria and standards are used ipén®rmance appraisal, participants were
asked about the basis of the appraisal, the objgctf the appraisal process and factors that

influence the rating other than the set criterid standards.

In connection to the above, 61.7 percent resporadeitieir appraisal was undertaken
on the basis of how well they have done their jobght of the criteria and standards set. The
majority of the respondents, 49 percent also thivait the performance rating they got were
very accurate and realistic; and a reflection efrtberformance (54 percent). Related to this,
66 percent of the respondents indicated that tipeiformance evaluation was done
considering the agreed standards. On the other, h&@dpercent of the respondents also
mentioned as performance rating is affected by pghesonal likes and dislikes of the
employees by the raters as well as by the qualiigterpersonal relationships the raters have
with the employees (49 percent). Yet, a larger gtrcof the respondents (43 percent)
reported that the role of personal relationshipguing the personal likes and dislikes of
raters does not play a role in the appraisal psocd3espite all these variations that overall
response shows that only 42 percent of the studicipants think the performance rating is

consistent and fair.
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Table 8. Objectivity of the performance evaluation

Count  Percent
Strongly disagree 10 10.6
Disagree 18 19.1
My performance rating is based Neither agree nor
. 8 8.5
on how well | do my work disagree
Agree 34 36.2
Strongly agree 24 25.5
Strongly disagree 10 10.6
Disagree 20 21.3
The performance rating | receiv Neither agree nor 18 19.1
was very accurate and realistic disagree '
Agree 32 34.0
Strongly agree 14 14.9
Strongly disagree 26 27.7
. . Disagree 14 14.9
Raters give performance ratin_ .
. . Neither agree nor
that reflect in part their persor . 26 27.7
like or dislike of employees disagree
Agree 10 10.6
Strongly agree 18 19.1
Strongly disagree 34 36.2
.. Disagree 28 29.8
My performance evaluation is .
: . Neither agree nor
done without considering the . 6 6.4
agreed standards disagree
g Agree 6 6.4
Strongly agree 20 21.3
Strongly disagree 14 14.6
Disagree 14 14.6
My performance appraisal is a Neither agree nor
: : . 16 16.7
fair reflection of my performance disagree
Agree 34 35.4
Strongly agree 18 18.8
Strongly disagree 6 6.2
Disagree 18 18.8
o nglther agree nor 32 33.3
Our performance appraisal is  disagree
consistent and fair Agree 30 31.2
Strongly agree 10 10.4
Agree 20 20.8
Strongly agree 26 27.1

Source: (Own Survey, 2015)
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4.6 Tracking of Performance and Provision of Feedhzk

According to Maila (2006, p.4), criteria for measgrsuccess should be clarified and
obstacles timeously identified so as to seek smistiand that public service delivery is not
halted, performance management system is one ofnteuments that can provide that

solution.

About 54 percent of the study participants repodagthe organization has a system of
continuously noting and documenting performancdevii6 percent reported the practice of
appropriate documentation of performance appralsahddition, it was reported that the
performance appraisal system requires supervisor&eep track of achievements and
accomplishments. Nevertheless, 28 percent of tsigorelents indicated as the organization
does not have a system for continuously noting @mcmenting performance and lack of

appropriate documentation of records.

Table 9 Recording keeping and work autonomy

Count Percent
The performance Strongly disagree 16 16.7
appraisal system Disagree 22 22.9
encourages/demands Neither agree nor
every supervisor/staffs disagree
to keep track of Agree 26 27.1
achievements and

16 16.7

accomplishments Strongly agree 16 16.7
Strongly disagree 16 16.7
You perform your dUtyLI)\:(Seiﬁ:aereagree nor 6 0.2
with full autonomy and . 12 12.5
treedom disagree
Agree 36 37.5
Strongly agree 26 27.1

Source: (Own Survey, 2015)

57.4 percent of the respondents mentioned as {&iapl results are communicated
and discussed with employees on one to one basistoAthe responses of the staff
participated in the study 56 percent of the respatg] immediate feedback on performance
is given on areas of improvement by supervisoiimtinuous manner. In connection to this,
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77 of the study participants had reported as thdyms their work accomplishments and

achievements as per the schedule.

Table 10. Feedback provision

Count Percent

Strongly disagree 18 18.8
. . Disagree 8 8.3
Youf superylsor gives Neither agree nor
you immediate feedbac . 16 16.7
on your drawbacks disagree
Agree 32 33.3
Strongly agree 22 22.9
The result of the Strongly disagree 8 8.5
appraisal is Disagree 20 21.3
communicated and Neither agree nor 12 128
discussed with the disagree '
employees on one to Agree 24 25.5
one basis Strongly agree 30 31.9
Strongly disagree 12 12.5
| always submit my Disagree 6 6.2
work accomplishments Neither agree nor
: : 4 4.2
and achievements as [ disagree
the schedule Agree 40 41.7
Strongly agree 34 35.4

Source: (Own Survey, 2015)

In addition, a higher proportion of the staffs wbearticipated in the study reported as
the staffs do not discuss performance problem aypasly during personal appraisal. It was
only 32 percent of the respondents that expreasetthey openly discuss on performance
problem areas.
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Figure 3 Staff open discussion on performance probl
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Speaking about the reaction and responses of esgdotowards the performance
evaluation feedbacks by immediate supervisors, rabshe interviewees expressed as the
staff do not mind about the results of the perforosaevaluation. As a reason of this, most
reported as the staff do not believe as it makediffarence on their employment or

professional development.

46 percent reported that their supervisors givanthecognition for remarkable
achievements, 56 percent reported as their supesvigive them feedback on areas of
improvement. With respect to addressing probleras @ffect employees’ performance, 37.5
percent of the respondents reported as the ordemizéry to address the factors that
negatively affect the staff performance. In relatio addressing the areas of improvement,

54 percent reported as they get guidance and aoathiaddress their performance problems.
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Table 11. Feedback, mentoring and coaching

Count Percent

Strongly disagree 16 16.7
L Di 1 16.7
My organization try to I\:(Saiﬁ:aerea ree nor 6 6
improve/address problems . g 28 29.2
that affects my performanc disagree
Agree 26 27.1
Strongly agree 10 10.4
Strongly disagree 8 8.3
our supervisor gives you Disagree 18 18.8
y p g y Neither agree nor
recognition on your . 16 16.7
remarkable achievements disagree
Agree 28 29.2
Strongly agree 26 27.1
While you have a problem Strongly disagree 18 18.8
: . Disagree 8 8.3
in performing your task yol Neither aaree nor
will get adequate guidance . g 18 18.8
and coaching to solve you disagree
roblem Agree 34 35.4
P Strongly agree 18 18.8
Strongly disagree 18 18.8
. _ Disagree 8 8.3
Your supervisor gives you Neither aaree nor
immediate feedback on . g 16 16.7
our drawbacks disagree
4 Agree 32 333
Strongly agree 22 22.9

Source: (Own Survey, 2015)

4.7 Facilitation of Conducive Working Environment

Workers who feel they are free to make choiceshim workplace, and be held
accountable for them, are happier and more progeidihan employees who are more
restricted, according to an extensive researchatitee review. 64 percent of the study
participants speak as they perform their duty vith autonomy and freedom while 58
percent of the study participants describes asdatiganization creates opportunities for

achievement and accomplishment. In addition, 4c¢gme of the respondents expressed as
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they are satisfied by their involvement in the dexmi making processes that affect their
work.

Figure 4 satisfaction by involvement in issues #fégct the employee
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Source: (Own Survey, 2015)

4.8 Utilization of the Performance Appraisal Resuls

Performance appraisal has two general uses in iaegams, and these roles often are
potential conflicts. One role is to measure perfmmoe for the purpose of rewarding or
otherwise making administrative decisions about leyges. Promotions or layoffs might
hinge on these ratings, often making them diffidot managers to do. Another role is
development of individual potential. In that rallee manager is featured more as a counselor
than as a judge, and the atmosphere is often @iffeEmphasis is on identifying potential

and planning employees’ growth opportunities amdation.

Most of the study participants (66 %) believe ttiet performance appraisal process
provide opportunity for learning and growth and phetmployees to improve their

performance. Regarding the benefits, 27 percenortep it is used for training need
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assessment, 42 percent indicated that it is useal laasis for personal development , 45
percent mentioned it enables people to know whesg stand, 49 percent reported as it helps
to improve performance and 40 percent mentionedntifttEation of staffs with high
potentials.

Table 12 Utilization of the performance appraisaldtaff development
Count  Percent

Strongly disagree 10 104

Disagree 12 12.5

Provide opportunities Neither agree nor

for learning and growtt disagree 10 104

Agree 24 25.0

Strongly agree 40 41.7

Strongly disagree 8 8.3

Disagree 24 25
Identlfy_/ staffs with higl N_elther agree nor 26 271
potential disagree

Agree 20 20.8

Strongly agree 18 18.8

Strongly disagree 12 12.8

Disagree 22 234
Provide the basis for Neither agree nor

. 20 21.3

personal development disagree

Agree 22 234

Strongly agree 18 19.1

Strongly disagree 6 6.5

Disagree 26 28.3
Enable people to know Neither agree nor

. 18 19.6

where they stand disagree

Agree 28 30.43

Strongly agree 14 15.2

Strongly disagree 8 8.3

Disagree 28 29.2
Used for training need N_elther agree nor 34 354
assessment disagree

Agree 14 14.6

Strongly agree 12 12.5

Source: (Own Survey, 2015)

Likewise, uses of the appraisal result for admiatste purposes were reported by the

study participants. In respect to this, they merddy identification of under performers (42
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percent), making decision on terminations, lay-affisl demotions (19 percent) as well as for
motivation through promotion, recognition, and advé85 percent). Regarding the practice of
using the results for awarding best performing fstabnly 15 percent of respondents
indicated as awards in their work units are commgn how well employees perform their

jobs. Furthermore, 21 percent also reportediasuged to make pay decisions.

Table 13. Use of performance evaluation for adriaiive purpose
Count  Percent

Strongly disagree 10 104

Disagree 26 27.1
Identify under N_elther agree nor o4 250
performers disagree

Agree 20 20.8

Strongly agree 16 16.7

Strongly disagree 12 12.5
Used for motivation [I)\:(Sei?]:eereagree nor 30 312
like promotion, . 20 20.8

disagree

recognition, award, etc

Agree 22 22.9

Strongly agree 12 12.5

Strongly disagree 24 25.0

Disagree 32 33.3
Proy@e basis for pay N.elther agree nor 20 20.8
decisions disagree

Agree 14 14.6

Strongly agree 6 6.2

Strongly disagree 16 16.7
Termination, lay-offs Disagree 34 35.4
and demotions are Neither agree nor

. 28 29.2

based on performance disagree
results Agree 16 16.7

Strongly agree 221

Source: (Own Survey, 2015)

Almost all participants of the interview reportesitae performance evaluation is used
only when issues that have critical implication taeed as in the case of staff competition for
internal promotion(when the competitors have thaeseesult in all other measurements) and
when the management intends to take administratieasures in relation to operation scale

backs. One of the key informants said “I do not éhaslea as for what purpose the
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organization uses the staff performance evaludtidmother participant also said it is
primarily for documentation in relation to its potel use when critical administrative issues
emerge. On the other hand, very few of the paditip of the interview reported are the
results as used for staff capacity development.

4.9 Understanding of the Performance Assessment

Purpose is a controlling force in any undertakinghiw organizational context.
Accordingly, the understanding of the purpose amdcgss of performance planning,
appraisal, and use of the results for performanggavement as well as for administrative
ends determines the effectiveness of a performamemagement system. With this
understanding the study participants were askedtdhe degree to which they are clear with
the objective of the performance appraisal systafmut provision of guidance on
undertaking the appraisal and the confidence thayehabout the knowledge of their

supervisor regarding the performance evaluatiotegys

Table 14 Clarification of the performance appraisal

Count Percent
Strongly disagree 8 8.3
Disagree 18 18.8

The organization has
successfully explained

. Neith
and cascaded the mail .el er agree nor 22 22.9
urposes of disagree
performance a raisalAgree 32 33.3
P PP Strongly agree 16 16.7
Are you aware of the Strongly disagree 14 14.6
. Disagree 16 16.7
objective of the Neither aaree nc
Performance Appraisa . g 14 14.6
System of Pact disagree
Ethiopia? Agree 32 33.3
pia: Strongly agree 20 20.8
Strongly disagree 10 104
My supervisor have a Disagree 10 10.4
good knowledge on  Neither agree nor
o 12 12.5
performance evaluatio disagree
system Agree 42 43.8
Strongly agree 22 22.9

Source: (Own Survey, 2015)
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The responses of the study participants showedotiigit 54 percent are aware of the
objective of the performance appraisal systens tirily 31 percent of the respondents who
reported as they know the objective of the perfarceaappraisal. In terms of the clarification
and provision of guidance about the appraisal m®ceonsistent with the awareness level,
only 50 percent of the respondents reported a®rfp@nization has successfully explained
and cascaded the main purposes of the appraita &taff. Yet, 60 percent of the staff who
participated in the study believes that the orgation has the ability to provide clear
guidance on the performance appraisal. In conttaryhis, a higher proportion of the
respondents, 66 percent, believe as their supesvimye a good knowledge of the evaluation

system.

4.10 Challenges

The following section depicts the challenges in exstering performance evaluation

and making use of the results for administrative staff development purposes.

The performance evaluation and use of the findidgshave some problems and
challenges as perceived and reported by the stadycipants. 43 percent of the study
participants feel as the performance appraisalorsdacted for the sake of formality. A
significant percentage of the study participants¥%2 are not also sure if the performance
appraisal is actually used for staff developmenadministrative purposes. Some (34 %) of
the study participants also indicated as the perdmice evaluation is more of waste of time.

Yet, 50 percent of the respondents feel as itoghwof the time invested for it.

49



Table 15. Worthiness and fairness of the perforrappraisal
Count  Percent

Strongly disagree 32 34.0
| think the current D|s§gree 14 14.9
.. _Neither agree nor
performance rating is ¢ . 16 17.0
west of time disagree
Agree 16 17.0
Strongly agree 16 17.0
Strongly disagree 14 14.6
. Disagree 20 20.8
Performance evaluatio Neither aaree nor
is conducted for the . g 22 22.9
. disagree
sake of formality
Agree 12 12.5
Strongly agree 28 29.2

Source: (Own Survey, 2015)

There are also challenges raised by the respondemtdation to the performance
appraisal process. Stating the limitation of thecpss, 34 percent of the study participants
mentioned complex and unpractical format, 48 perogentioned difficulty to set standards,
and 35 percent mentioned the time consuming nattitbe process. Besides, though the
majority ( 54 percent) reported as it is easy tbrganagers complete the forms, 29 percent
of the respondents indicated as it is not easyetatglone by managers. Further, it is only
half of the study participants who believe as thganization ensures the timely completion

of the performance review of staff.

The discussion with the key informants and thef stadws as most of the staff are not
clear about the objective or purpose of the peréome evaluation. Though few reported as
the policy is implemented properly, most think stjust for the sake of formality that the
performance evaluation is undertaken. As evideoncthis, some mentioned as they have
never seen the evaluation being used. Expressiagaie key informant said: “ | think it is
for formality purpose that the performance evalwais conducted rather than making use of
the information for decision making.” Another emyde expressed his concern saying the
result of the performance assessment is not knowmah i is not linked to specific

objective...meaning purpose.
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The major problem mentioned by the participantshefinterview were difficulty of
setting goals, lack of clarity on the objectivetioé performance evaluation, poor utilization
of the performance appraisal results, and lesscpation of the employees. Moreover, some
have indicated as there is no continuous supportobnassignment and performance
problems. Likewise, some have indicated as thelwawoent of a number of actors in the

evaluation process has made the management adghktsrcomplex.

As a solution to address these gaps, the discissEamtarded different suggestions.
Some believe as the management should take thensbpity of getting the system work
and assure the proper utilization of the benefitat tcould be gained from effective
performance management system. In connection & thost suggested to undertake the
performance evaluation with a well-defined purpesel practical utilization. Some also
suggested investing on the awareness and undergjaoidthe staff about the performance
management evaluation and increasing the involvemietihe staff in the planning process.
Further, few indicated the need to match the omgdimnal and personal objectives of the

employees as a means of enhancing the effectivenéss system.

4.11 Appraisal of Pact Performance Management Syste

Most of the participants of the study, 85 perceated that the performance
management system of as good and excellent. Orotther hand, only 4 percent of
respondents rated it as poor while 11 percentnatas satisfactory. The major strength of
the performance evaluation system as to most op#ngcipants of the interview is that the
evaluation takes into account the ratings of pesgervisors and the employees themselves
i.e. itis 360.

Table 16. Study participants rating of Pact’s perf@ance management system

Frequency Percent
Excellent 2 2.2
Very good 32 34.8
Good 44 47.8
Satisfactory 10 10.9
Poor 4 4.3
Total 92 100.0

Source: (Own Survey, 2015)
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Moreover, they mentioned as the planning and measemt is very detailed. On the
other hand, the poor utilization of the informatimd lack of relationship with strategic plans
were mentioned as the critical gaps of the systgmmabst respondents. The favorable rating
of the performance management system could be iargldy the fact non-of the staff were

affected by the system as it is not being utilized.

52



Chapter V
SUMMERY, CONCLUSION AND RECMENDATION

5.1Summary

Most of the employees Pact are well informed alibatvision and mission of the
organization. Though most of the study participahisk that the different development
projects are aligned with the vision and missionth& organization, review of the portfolio
against the mission and mission indicate as sorogegis are not directly linked to the
mission of the organization. As the harmonizatiérihe performance plans and objectives
with the over vision and mission of the organizatis a function of the contribution of the
specific projects, given few of the projects ar¢ dioectly linked to the mission it would be

difficult to say all the plans are harmonized.

The goal setting process for performance apprasabnsidered as participatory by
the majority of the study participants. Yet, sonfighe study participants indicated as the
planning process is not participatory. half of fhaaticipants reported as the department
and personal performance plans include successianthile other are not sure of this and
some reported as it is not the case in Pact. Hupoglortion of the study participants also
believe as the standards are clear and measur&@iterespect to the measurability and
objectivity of the criteria half of the respondeicbnfirmed that the criteria is measureable

and objective.

According to most of the study participants thef@enance evaluation is undertaken
on the basis of the standards and criteria set, thfe percentage of the respondents who
said the evaluation rating they got was accuratk r@alistic was below 50 percent. In
connection to this, half of the study participamdieve as personal likes and dislikes of the
raters and personal relationships affect the padoce rating. It is only 42 percent of the
study participants who believe the performancewatain is fair and consistent.

The feedback provision on the performance of enmgdsyby supervisors on the bases
of performance review is not strong in Pact. Resuwf the appraisal results and

performance gaps identified in the project impletagan process (immediate feedback)
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are not adequately communicated in the organizafibis problem is further exasperated
by lack of open communication on performance gagisiéen employees and supervisors.
Subsequently, provision of technical support thfougentoring and coaching as well as
facilitating a conducive working environment withetobjective of addressing performance
shortcomings are not satisfactory. Yet, the staffsm to enjoy autonomy and freedom in

performing their duty.

The performance evaluation is more of a formalisrt a base for staff development
and administrative decisions. The practical utilitf the evaluation process is for staff
promotion in cases where competition for posts ireqadditional differentiating criteria
and in dealing with downsizing. As a result of thsost of the staff do not think it is a
meaningful exercise, and do not give the due vatuéghe ratings for the fact that the

probability of being affected by the results isywkaw.

The lack of clarity on the purpose for which theagisal is conducted in light of the
current utilization of the performance evaluatisrthe major limitation of the performance
management system of Pact, inviting reluctancéhefstaff in administering the appraisal
and make use of the information. On the other haimel,application of a performance
appraisal system that consider the contributiothose who have detailed information on
the performance level of the concerned employeetfadonsideration of the self-rating in

the calculation of the employee performance coeltblien as the merit of the system.

5.2 Conclusion

The research was aimed at assessing the perfornmaacagement system practice
and challenges in Pact Ethiopia office. In lighttleé research findings we can conclude that
the performance management system as stated petfmmance management guideline of
the organization is sound. Nevertheless, the fggliof the practice analysis lead to the
conclusion that the performance management sysseanvehole and the application and use

of the performance appraisal for performance impnoent is very weak.
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5.3 Recommendations

To improve the performance management system peaatid use it as a means of
improving the employees and organizational perforrea the following recommendations
are forwarded:

1. Revising the purpose of the performance appraisal

A well-defined purpose is the driving force any ejveffective performance
managements, a purpose that an organization deratassthe value it attaches to it
by demonstrating its commitment for its achievem@stfar as the practical purpose
of performance management system is to improveopaence by identifying and
addressing factors that negatively affect emplogeé organizational performance,
Pact needs to make use of the performance apprasadts for staff development and

administrative decisions.

2. Improve the objectivity and measurability of th@emia

Having specific, measureable, and time bound arasoreable objectives and
targets that serves as a base for objective peafacenevaluation will help in tackling
the miss use of the performance management systietime same time, increasing the
awareness and knowledge of the staff on the purpbske system and promoting
integrity in the appraisal process will help in nmaizing the benefits to be gained
from objective performance evaluation.

3. Emphasis on the utilization of the performance ajgat results for staff development

and administrative decisions in a timely and cdesismanner

Revising the purpose, improving the objectivity &fe criteria and
measurement, and enhancing the staff awarenesknawdedge on the system will
not add value if the time and other resources tegkesn the performance appraisal is
not backed by its use. Thus, the ultimate effectss of the performance
management system depends on the use of the résulssaff and organizational
performance. To this effect, Pact needs to impitszénvestment on its staff on the
basis of performance evaluations and take apptep@@ministrative actions to

motivate and or deal with poor staff performance.
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Annex

Data collection tool

Saint Marry University

School of post graduate studies

Dear respondent

This questionnaire is designed to collect inforaomatiabout the practice and
challenges of performance management system in pact Ethiopia. Specifically, it is aimed to
assess the practices pkrformance planning, performance execution, perfamance
assessment, ag actually occurs in your department and Wdrat purposes the evaluation
results are being used and the challenges in the @jation of performance evaluation
process.The questionnaire has been designed in such athatyminimum time is required
for the completion. Your response will be treatsdstaictly confidential and will be used
only for academic purposei.e.in partial fulfillment of the requirement for MA in  Human
Resource ManagementSince successful completion of this study depemgour genuine
response, I'm kindly requesting your cooperationegpond to all of the following questions.

Thank you in advance for your cooperation!
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SECTION A: Profile OF THE RESPONDENT

Please fill and tick\() where appropriate

1. Sex 2. Job Category 3. Age
Director Under 25
Female | Male Manager 5535
Supervisor 36-45
Non- supervisor 16-60
Other Above 60

2. How long have you been in the organization?

Years
0-2
3-5
6—10
Above 10

3. Department in which you are working:
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What is your level of education?

High school graduate

Technical School graduate

College Diploma

1% degree (BA or BSC)

2" degree (Master's Degrde

PHD

Other

4. The latest rate in you performance

Exceptional

High Contributor

Successful contributor

Contributor

Needs improvement

Not evaluated




SECTION B: Questions about performance planning

Note: performance planning is the first step ftieaive performance planning it

refers to process through which the supervisortardemployee meet to discuss, and agree

on what to be done (the key responsibilities ofgbeson’s job and the goals and projects the

person will work on) and how the person will do fbb (the behaviors and competencies).

Having this in mind, please indicate the extentwoich you agree with the following

Sstatements.

No | agree,

1= Strongly Disagree, 2= Disagree, 3= Neither agree disagree 41

5= Strongly agree

In my organization goal setting process is caraatjointly by the

employees and their immediate supervisor

My supervisor gives me a chance to participate enfggmance
planning (agreeing on goals and objectives needbetachieved ang

measurement standards)

| am clear on what my key job responsibilities are.

My supervisor clearly explains to me what he or ekpeects from

my performance and basic requirements

My supervisor reached an agreement with me on how| m

performance will be measured.

My supervisor clearly explains to me the standatdg will be

used to evaluate my work.

achieved).

My department’s performance plan indicates successia (The

individual and the manager will know how desiredules have beep

Identifying the most important competencies thaxpected from me tp
demonstrate in performing the job

| have never been patrticipate in performance ptanprocess

My supervisor don't participate in my performandanming process
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SECTION C: Questions about performance Execution

Note: Performance execution is the second phasanotffective performance
management process. For the individual, the clitiesponsibility in Phase Il is getting the
job done—achieving the objectives. For the appraibere are two major responsibilities:

creating the conditions that motivate, and confraptand correcting any performance

problems.

S.No 1= Strongly Disagree, 2= Disagree, 3= Neither agm@edisagree 47
agree, 5= Strongly agree

1 The performance appraisal processes encouragésipg routine ang
ongoing feedback regarding staffs performance

2 | can communicate openly with my appraiser onjofyprogress and
any problems encountered.

3 My organization try to improve/address problerhattaffects my
performance

4 The performance appraisal system encourages/dismagvery
supervisor/staffs to keep track of achievementsaccomplishments

5 | am always updated by my organization as CamustiChange angd
revise our objectives accordingly

6 Staffs Actively participate in the midterm reviemeeting in order to
update objectives as conditions changed and reinfpeffective behavior

7 While you have a problem in performing your tasbu will get
adequate guidance and coaching to solve your proble

8 your supervisor gives you a recognition on your asdable
achievements

9 your supervisor gives you immediate feedbackaur @rawbacks

10 You perform your duty with full autonomy andddom

11 My organization creates an opportunities for iagment and
accomplishment

12 Provide opportunities for learning and growth

SECTION D: Questions about performance Assessment

Note: Performance assessment is the third phasanoéffective performance
appraisal system. Basically, it is a process ofiuatang the extent to which the desired
behaviors have been displayed, and whether theedesesults have been achieved. 1t is
about evaluating the extent to which the goalsedtat the performance planning stage have
been achieved. Please indicate your level of ageeéwith the following statements

1= Strongly Disagree, 2= Disagree, 3= Neither agreedisagree 41
.No agree, 5= Strongly agree
1 | always submit my work accomplishments andiea@ments as per the
schedule
2 My performance was measured based on the aga®thsds and objectives
3 The criteria’'s for evaluation is based on obdeleraand measurable
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characteristics of the behavior of the employee

4 The result of the appraisal is communicated dadudsed with the employees
on one to one basis

5 Staff discuss their performance problem areasnlgpduring performance
appraisal

6 My organization ensure timely completion of pemfiance reviews of staffs

7 My performance rating is based on how well | dowork

8 My performance rating is based on how much wai& |

9 The performance rating | received was very atewaad realistic

10 The organization has a system for continuousngoand documenting the
performance.

11 | think the current performance rating is a weégime

12 Raters give performance ratings that reflegiart their personal like or dislike
of employees

13 My performance evaluation is done without coesity the agreed
standards

14 Performance evaluation is done just for the psepof formality

SECTION E: Questions about the uses of performanc@management

Note: Performance management is useful to enceuesgployees to raise their
performance, develop their abilities increase fatioon and achieve their full potential to the
benefit of the individual and the organization asvlaole. Please indicate your level of
agreement on the extent to which the performanatuation of this organization is useful for
the following purposes.

Z
o

1= Strongly Disagree, 2= Disagree, 3= Neither agraedisagree 4= agreg
5= Strongly agree

Improve staff performance

Identify staffs with high potential

Identify under performers

Align individual and organization objectives

Provide the basis for personal development

Enable people to know where they stand

Used for training need assessment

OO N[O WIN|F|:

Used for motivation like promotion, recogniti@ward, etc.

Provide basis for pay decisions

Termination, lay-offs and demotions are basepasformance results

It is simply a matter of formality

Properly recorded for decision making purpose
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SECTION F: Questions about staffs’ awareness regamg performance

evaluation

1= Strongly Disagree, 2= Disagree, 3= Neither agree disagree 4= agre

.No | 5= Strongly agree

1 The company is able to provide clear guidelimeperformance appraisal

2 The organization has successfully explained asdaded the main purposes| of
performance appraisal

3 Are you aware of the objective of the PerformaAppraisal System of Pact
Ethiopia?

4 The goal setting process is participatory

5 The appraisal program require employee involvenrethe development of the
employee’s performance plan

6 The standards set are clear, easy to understahpld in a measurable terms

7 Our performance appraisal is consistent and fair

8 The performance appraisal helps employees tooweptheir performance

9 My performance appraisal is a fair reflectiomof performance

10 Awards in my work unit depend on how well emgley perform their jobs.

11 Discussion with my supervisorteam leader abowt performance are
worthwhile

12 | am satisfied with my involvement in decisidhat affect my work

13 My supervisor have a good knowledge on perfoonaavaluation system

14 Interpersonal relationships can influence theduation and the decisions in the
performance appraisal process

15 Performance evaluation is conducted for the shébrmality
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SECTION G: PROBLEMS IN THE CURRENT PERFORMANCE APPR ISAL
PROCESS/SYSTEM

The major factors which contribute for the appraisal problem in pact Ethiopia by
stating

1= Strongly Disagree, 2= Disagree, 3= Neither agree nor disagree 4= agree,

5= strongly agree

1. The formats are not simple and non-practicable

2. Setting goals are difficult

3. Setting standards are difficult

4. Measuring performance is difficult

5. Interpersonal relationships can influence the eatedn and the

decisions in the performance appraisal process?

6. There is no appropriate documentation for perforcea

appraisal

7. The current process is too time-consuming

8. Getting Managers to complete the forms is difficult

9. Personal objectives do not contain clear measurescoess.

Please comment on the problems related to thertypezformance appraisal system
of Pact Ethiopia.

1. What do you feel about the short comings of thégoerance evaluation system being
followed in your department? Please specify
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2. What major problems do you see in the existingqrernce appraisal system?

3. How do you think this would be corrected?

4. | feel very comfortable in giving up ward feedback

Yes No

If “NO can you specify the reason

5. Please indicate your rate for Pact employee amgrassed on your experience to
date.

Excellent Very Good Good Satisfactory Poor
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Interview Questions

. Do staffs participate in performance planning?

Is there alignment between staff performance aadtbanization mission?

. What are the sources of information to evaluatéf gerformance and how much

weight is given to each source?

. What are the uses of staff evaluation? Will youtbe information from the response

for what purpose the organization uses?

. Do you have constraints to implement effective genfance appraisal?

. Who is responsible for the designing of performaageraisal system?

. Do you disclose the appraisal result to the staffs?

. What feelings do you observe from the staff afteceiving their performance

feedbacks?

. Please brief me the strengths and weakness ofdtiermance management of the

organization if any?
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Annex 1

Pact Work plan Template

Six Monthly Work Plan (January — June 2007)

Name of staff member

Objectives

Major Activities

Outputs/Accomplishments

Timeframe

Comments
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Annex 2

Pact Quarterly Supervision Format

Six Monthly Work Plan (January — June 2007)

Name of staff member

Objectives

Major Activities

Outputs/Accomplishments

Timeframe

Comments
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Supplementary Information during Supervision Proces

Additional Comments:

= Favorable environment has meant that team ablecloexe more than
expected in last 3 months

= Support from logistics exceptional !

= May require field visit and support from Grantstunicoming period

Action agreed:

= Mrs. Y toreview last quarterly report urgently Bubmission

= Mr. X to propose more realistic outputs for netiog objective

= Revised time frame to be proposed for coming 3 hmnt

= Mrs. Y to schedule meeting with TEACH team aboutitaring schedule

= Mr. X to have follow up meetings with Y Choices aNtke to review recent

challenges

Personal development plan:
= Mr. X to join Al focused conflict management traigi being conducted by

CDI project
Signature of line manager (date)
Signature of manager (date)
Signature of staff (date)
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Example of Annex 3

Pact Activity Accomplishment Report

Name of staff member:

Period under review:

Post:
Department/Unit:
Objectives | Major Outputs/Accomplishments| Problems Action
Activities Encountered | Taken
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Additional

What is working well (organizational or structufal)

What areas could be improved to ensure more effeetnd efficient programming?
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Annex 4

Self-Appraisal Form

Employee Name: Title:
Completed by: Unit:
Appraisal period to Date:

Purpose: This form gives you the opportunity to tell yowparvisor how you're

doing. It's your chance to gain awareness.

Your job definition

What are your primary job responsibilities? Whatules are expected from you?

What does your supervisor emphasize?

Your major contributions

What are your major successes this period? Whatalicaccomplish? Where did you
excel? Think in terms of cost-saving ideas, critimablem solving, process improvement,

new ideas innovations.
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Progress on your previous development plan

What progress have you made on you developmentaidnare you satisfied? List
behavior changes and skills developed.
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Self Appraisal Form (cont.)

Roadblocks you encountered this period

What got in your way this period? What prevented from achieving you goals? If
you had the last performance period to live oveatwtould you do differently? How we can

help you to be more effective? List suggestions.

Future Focus

Where do you want to be in one year in terms of jebponsibilities, projects,
assignments, task force participation, core conmoéts, location and interests?
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Annex 5

Supervisor/Manager Reverse Appraisal Form

Employee Name:

Date:

Appraisal period to

Purpose The Supervisor/Manager Reverse Appraisal Forrméant to provide you
with an opportunity to give the gift of feedbackymur manager’'s strengths and areas for
improvement. Remember that feedback betweenntiwaduals is a gift and is meant to

help develop both parties. Please give candid miasiens.

Job definition

What are your primary job responsibilities or fuans for this position? What are the

areas of critical emphasis or key goals?

Strengths

What makes the person successful in this positddfifat characteristics do you
respect and admire? What do they do well that youlavlike them to continue or do more

of? Please give examples to illustrate your comment
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Areas needing development

What behavioral changes or skill development wouéke the person more effective

in their current position? What specific actionpstevould you recommend?
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Annex 6

Peer Feedback Form

Employee Name: From:
Date: Regarding:
Appraisal period to

Purpose: The Peer Feedback Form is to help achieve a grdatel of productivity
and satisfaction on the job. It is intended foedbkack rather than disparaging remarks or
excessive praise. Remember feedback betweendwairals is a gift and is meant to help
develop both parties. Give candid observationsoafr ypeer. After | receive your feedback

form, we may want to have a quick one-on-one ne#tigo over your observations.

Job definition

What are your primary job responsibilities or fuans for this position? What are the
areas of critical emphasis or key goals?
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Strengths

What makes the person successful in this positddfifat characteristics do you
respect and admire? What do they do well that youlavlike them to continue or do more

of? Please give examples to illustrate your comment

Areas needing development

What behavioral changes or skill development wouéke the person more effective

in their current position? What specific actionpstevould you recommend?
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Annex 7

External Appraisal Form

Employee Name:

Date:
ol od o
PUTPOSE.TNE external Feedback Form 1S 10 gel leed Dack T@external people or

organization (e.g. partner NGOs, consultants etc.

Explain in short the working relationship you havigh the person

Strengths
What makes the person successful in this positdfifat characteristics do you
respect and admire? What do they do well that youlavlike them to continue or do more

of? Please give examples to illustrate your contsnen

Areas needing development?
What behavioral changes or skill development wouéke the person more effective

in  their current position? What specific action pste would you
recommend?
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Annex 8.1

Performance Appraisal Review Form: Management

Date
Employee Name: Job Title:
Unit:
Review Period From to

Job definition

What are the primary job responsibilities or fuans for this position?

Strengths
What makes the person successful in this positdfifat characteristics do you
respect and admire? What do they do well that youlavlike them to continue or do more

of? Please give examples to illustrate your conmsen

Areas needing development?
What behavioral changes or skill development wouéke the person more effective

in their current position? What specific actionpstevould you recommend?
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Explanation of ratings: Needs improvement
Meets requirements

Exceeds requirements

Give your evaluation appraisal for each treat baspdn on the work plan, job

description and feed back received from differeatws

Trait Exceeds
Needs Meets _
improvement | requirements requirements Remarks

Outstanding
1. Adaptability ] ] L]
2.Cost [] L] []
consciousness
3. Leadership L] [] L]
4.Managing & [] [] L]
Developing others
5.Quality Planning L] [] L]
and
implementation
6. Initiative [] [] L]
7. Cooperation anf ] [] []
teamwork
8. Creativity L] [] []
9. Communication [] [] L]
10. Organizational [] [] []
Champion
Overall Appraisal [] [] L]

Employee’s acknowledgement and comments
Acknowledgement: | have received this document and discussed theetsnwith
the appraiser. My signature means that | have begised of my performance status and

does not necessarily imply that | agree with theraisal.
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Comments (you can use additional sheets for deschily your comments)

Employee Signature Date

Appraiser’'s acknowledgment and comments
Ackmedgment: | have reviewed this performance

appraisal and discussed the contents with the graplo

Comments you can use additional sheets for descntg your comments)

Employee Signature Date

8.2 Performance Appraisal Review Form: Front Line

Explanation of ratings: Needs improvement
Meets requirements

Exceeds requirements
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Give your evaluation appraisal for each treat baspdn on the work plan, job

description and feed back received from differaas.

Trait Needs Meets Exceeds
improvem | requiremen | requirements Remarks
ent ts Outstanding

1. Adaptability ] [] L]
2.Customer service ] [] []
3. Reliability (] [] []
4. Job knowledge L] [] []
5. Quality of work ] [] L]
6. Initiative L] [] []
7. Creativity L] [] []
8. Organizational [] [] []
Champion

Overall Appraisal L] L] L

Employee’s acknowledgement and comments
Acknowledgement: | have received this document and discussed thetnwith
the appraiser. My signature means that | have begised of my performance status and

does not necessarily imply that | agree with theraisal.

Comments (you can use additional sheets forst@ibing your comments)

Employee Signature Date

Appraiser’s acknowledgment and comments
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Acknowledgmentl have reviewed this performance appraisal andudsed the contents with
the employee.

Comments you can use additarsheets for describing your comments)

Employee Signature Date
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8.3 Performance Appraisal for cleaners, guardstdsiv

Date
Employee Name: Job Title
Department: Type oERev

Review Period:

Give your evaluation appraisal for each treat bag®uh job description.

Explanation of ratings: Needs improvement
Meets requirements

Exceeds requirements

Evaluation Guide

Trait Needs Meets Exceeds Outstandin

Improveme Requireme Requireme ¢

nt nts nts

1. Job knowledge

2. Dependability

3.Accuracy/
Quality of Work

4 Work

organization




5. Initiative

6.Learning ability

7.Attendance/

Punctuality

8.

Communication skill

9. Cooperation

10. Planning and

work organization

11. Judgment and

problem solving

Overall Appraisal
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