EVALUATION OF PERFORMANCE APPRAISAL FORMAT USED AT IAL

· SYSTEM:  

The personnel department prepares appraisal forms for each & every category of employee & at the start of the appraisal period. It sends these forms to the concerned departments after filling in the necessary details of the employee to be appraised which is background information.


The staff should have worked at least for a period of 3 months to be appraised by an officer. In case the appraiser reports to more than one reporting officer in an appraisal year, on, transfer, promotion etc; the personnel department would forward the appraisal forms to reporting officers concerned for the period, the appraise reports to them.


The assessment of an employee is primarily governed under a 2-tier system that is assessment by the reporting officer as well as by the reviewing officer, where the assessment is subject to concurrence of the consenting authority, which will be final. The assessment done on the basis of certain attributes/factors, which help in defining the job requirements of a particular job usually, a 4-point scale or a 10-point scale for each factor is used for rating. Once the reporting officers gives his rating and comment if any the same shall be put to the reviewing officer who after careful scrutiny of appraisal will pass his remarks.


After the reviewing officers comments are given and duly signed by him, he can advice the reporting officer to discuss the appraisal with the employee or in certain cases, may decide to discuss the appraisal with the employee himself but in the presence of reporting officer.


The reporting officer after rating the employee on various attributes will give his remarks, which are discussed with the employee to know his reaction. After the discussion with the employee, the reporting officer gives his final remarks &his suggestion for improvement of the employee performance. The reviewing officer for further comments later scrutinizes these details.

The complete appraisal report is then sent back to the personnel department in a confidential cover. The personnel department will then check the appraisal report for irregularities and any adverse entries against any of the employee made by the reporting officer will be communicated to the employee in a covering letter asking him/her to improve.

Performance Appraisal is basically done for 4 different cadre’s of employee at Indian Airline Limited, namely: PILOT, EXECUTIVE ENGINEER’S, TECHNICAL & NON-TECHNICAL STAFF. For each cadre, different Performance Appraisal formats are been used accordingly.

1)  PERIODICITY: 

It is conducted once in a year, i.e.  

	PERIOD
	CADRE

	APRIL 1ST TO MARCH 31ST 
	EXE ENGG & PILOTS

	JULY 1ST TO JUNE 31ST 
	TECH & NON-TECH STAFF


2)  METHOD: 

The method used for appraising the employee is by means of simple questionnaire method where various performance indicators as well as personality traits with its definition on different scaling (low to high) is been used   to evaluate the employee’s performance. 

The method been used here cannot elucidate a clear picture of employee’s performance since because here, the employee’s are evaluated and more weight age is given to personality traits rather than true performance indicators.

.

The OBJECTIVES for the Annual Performance Appraisal system been set by GOVERNMENT for IAL are:

· To appraise the individual’s performance on the work assigned to him and the qualities he is expected to show on the job in performing his tasks as expected by the organization through his supervising officers and to assess the potential for higher responsibilities.

· To generate inputs for promotions, confirmations, placements, training and other personnel and development decisions in respect of the individual so appraised.

· To assess the professional, managerial, behavioral and other training and development needs and provide information to the personnel/HRD Department for development decisions.

These objectives been established by the GOVERNMENT for IAL is in coherence with the objectives of a performance appraisal system which a organization should monitor while appraising it’s employee. 

3) Certain guidelines are given for the appraiser while appraising like:

· Complete the form on the basis of actual performance of the officer concerned as also his potential for higher responsibilities during the period under review.

· Consider only one item at a time.

· Do not make snap judgments.

· Make sure that a strong or a weak attribute under one factor does not cloud your judgement of his standing on the others.

· Base your assessment on direct knowledge.

· Ensure that the ratings reflect normal performance, avoid being influenced by recent instances of  “Success or Failure”.

· It is advisable that the individual being assessed should be compared with others of the same rank employed on more or less similar type of work.

· Over-rating as well as under-rating diminishes the value of the assessment.

· Remember that seldom, if ever, does one possess all traits in the highest degree or two individuals possess all traits in the same degree.

These guidelines help the appraisers from

 Not getting deviated while appraising.

 To bring role clarity in his mind (…. so as to what to appraise?).

 To avoid bias.

4)  SCALING:

The part relating to performance and potential is rated on a 10-point scale as shown below:

	MARKS
	1,2,3
	4
	5,6,7
	8,9
	10

	DEGREE
	Unsatisfactory
	Satisfactory
	Good
	Very Good
	Outstanding


The assessment of the officer is primarily governed under a 2-tier system i.e. assessment by the Reporting officer as well as by the Reviewing officer, for each of the 10 attributes given under “ performance and potential “. In the first box on the left against each factor, the assessment is to be indicated in terms of marks, by the Reporting officer. In the box on the right side, the assessment is to be done by the Reviewing officer. However, the assessment is subject to concurrence of the Consenting Authority, which will be final.

Marks up to 3 on any factor will constitute “ Adverse Rating “, which are to be communicated to the concerned officer in writing.

In the event of  “Outstanding” or “ Unsatisfactory” rating on any factor, the reasons in brief are to be given in the space provided.

Some of the dimensions on which employees are evaluated are as follows:

Professional knowledge and application, Capacity to achieve results, Dependability, Judgment and Decision-making,

Communication Skills (Written/Oral), Leadership, Planning/Organizing Capability, Adaptability.

Thus it is apparent that more of personality traits are been considered rather than true performance indicators, which makes the system inefficient. 

5) TRANSPARENCY:  

There is no transparency in the system even though instructions are been given to the consent authority to divulge the ratings as well as the stated reasons for the particular rating to the concerned employee.

6) INTERACTION WITH OTHER HRD SUB-SYSTEM.

The performance appraisal system been followed at IAL is linked for other HRD subsystem’s like: the ratings been obtained is used for increase/decrease in Pay, Performance planning, Role analysis, giving Rewards/Punishments, Job Rotation, Special Assignments but, it doesn’t interact with the employee in terms of counseling or review discussions hence, there comes the necessity of revamping the system.

7) USUABILITY:

APPRAISER:
 
Appraiser uses the system to identify the entire deserving Employee’s, whose pay shall be hiked, Employee’s capable of shouldering higher responsibilities, Employee’s who should be subjected to negative reinforcement etc.,

APPRAISEE:

The performance appraisal system acts as a: -

· Source of motivation 

· Understanding strength/weakness

· Making employee aware of there contribution 

· Encouraging subordinate to shoulder higher responsibilities

8) PRINT QUALITY

The Getup and quality of the appraisal formats are

· Clear

· Visible 

· Legible

· Fine nature

