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CHAPTER VI

ANNEXURE

INTRODUCTION

Dear Respondent:

   I am M.R. P.G. ABHILASH KUMAR pursuing my M.B.A now at KONGU ENGINNERING COLLEGE (ANNA UNIVERSITY), & as a part of my M.B.A programme I am carrying out a research work on performance appraisal system existing at INDIAN AIRLINES LIMITED.
   I assure you that: -


-The elicited responses will be solely used for my research work only.


-The responses/answers elucidated from you will kept confidential.
I thank you, with the presumption that I may get necessary co-operation and help in this regard.


PROFILE OF RESPONDENT   

1. NAME:

2. GENDER:

3. ACADEMIC QUALIFICATION:

4. DEPARTMENT:

5. DESIGNATION:    

6. AGE: [     ]

a. (a) 20–30 yrs     (b) 31-40 yrs     (c) 41-50 yrs    (d) 51-58 yrs

7. DURATION OF SERVICE IN INDIAN AIRLINES: [  ]

a. (a) 01-05 yrs     (b) 06-10 yrs     (c) 11-15 yrs     (d) 16yrs & above 
	FOR RESEARCH ONLY


QUESTIONNNAIRE FOR ASSESSMENT OF PERFORMANCE APRAISAL 


    SYSTEM IN INDIAN AIRLINES.

TO WHAT EXTENT DO YOU AGREE WITH THE FOLLOWING STATEMENTS

OF PERFORMANCE APPRAISAL SYSTEM EXISTING IN INDIAN AIRLINES     LIMITED.

FULLY


 

: 
5

TO A CONSIDERABLE EXTENT

:
4

TO SOME EXTENT



:
3

TO LITTLE EXTENT


:
2

NOT AT ALL




:
1

	S.NO
	QUESTIONS
	5
	4
	3
	2
	1

	
	Performance Appraisal provides an opportunity for each employee to have understanding of his reporting officers expectation from him 


	
	
	
	
	

	1. 
	Performance Appraisal helps the employee’s to identify there strength and weakness


	
	
	
	
	

	2. 
	Performance Appraisal provides an opportunity for 

self-review/assessment


	
	
	
	
	

	3. 
	Performance Appraisal assessment of each employee focuses on the personality factors and attributes required for current job 


	
	
	
	
	

	4. 
	Performance Appraisal ensures feedback to the employee’s


	
	
	
	
	

	5. 
	Appraisal system provides an opportunity for a discussion between the appraiser and appraise on the expectations achievement, failure, constraint and improvements required


	
	
	
	
	

	6. 
	Performance appraisal system encourages open communication between appraiser/appraise through performance review discussion
	
	
	
	
	

	7. 
	 The appraisal system has scope for correcting the biases of reporting officer through review process .


	
	
	
	
	

	8. 
	Periodic orientation programmes are conducted to explain the details of the appraisal system


	
	
	
	
	

	
	QUESTIONS


	5
	4
	3
	2
	1

	9. 
	Performance review discussion are conducted in a satisfactory manner


	
	
	
	
	

	10. 
	HRD Department follows up seriously the training needs identified during the appraisal process


	
	
	
	
	

	11. 
	Efforts are made by appraiser to be objective in the appraisal


	
	
	
	
	

	12. 
	Appraisal data is used by HRD department for other judgmental/developmental decision like:
	
	
	
	
	

	
	a)PAY
	
	
	
	
	

	
	b)PROMOTION
	
	
	
	
	

	
	c)TERMINATION
	
	
	
	
	

	
	d)HUMAN RESOURCE PLANNING
	
	
	
	
	

	
	e)CAREER PLANNING
	
	
	
	
	

	
	f)PERFORMANCE IMPROVEMENT


	
	
	
	
	

	13. 
	The appraisal data is used as inputs for recognition and encouragement of high performers and desirable behavior


	
	
	
	
	

	14. 
	The performance review committee do thorough job of reviewing and using the appraisal data .


	
	
	
	
	

	15. 
	Appraisal facilitates growth and learning in this organization


	
	
	
	
	

	16. 
	Increasing the frequency of appraising your performance will help in making the overall appraisal exercise more objective/accurate


	
	
	
	
	

	17. 
	Performance appraisal record is made known to the employees


	
	
	
	
	

	18. 
	The performance is assessed on the basis of KEY PERFORMANCE AREA 


	
	
	
	
	

	19. 
	To what extent the interaction of performance appraisal exist with the following HUMAN RESOURCE DEVELOPMENT PROCESS:


	
	
	
	
	

	
	1) ROLE ANALYSIS 
	
	
	
	
	

	
	2) PERFORMANCE PLANNING
	
	
	
	
	

	
	3) PERFORMANCE ANALYSIS & REVIEW
	
	
	
	
	


PLEASE, GIVE YOUR GENERAL COMMENTS ON EXISTING PERFORMANCE APPRAISAL SYSTEM IN INDIAN AIRLINES AND SUGGEST MEASURES FOR FURTHER IMPROVEMENT IN THE SYSTEM.

APPRAISAL FORM

Guidelines for appraisers:

· The employee should be appraised for his present position.

· Judgment should be based on the entire review period & not on isolated incidents.

· Snap judgments should be avoided.

· Each factor under consideration should be appraised independently without being influenced by other factors.

· It is advisable that the individual being assessed are 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.

· Reason for given rating of the attribute should be well substantiated.

· A copy of adverse remarks communicated to the employee should be attached to the appraisal form.

Part - I

Name of the Employee :

Department  :

Designation :

Date of joining:

Special assignments :

Qualifications:

Commendations:

Punishments and warnings awarded during the year (with reasons): 

Part – II

Space for Self  Appraisal

Part – III

	ATTRIBUTES
	A
	B
	C
	D
	REASONS

	I. Job knowledge
(Wherein knowledge and understanding of jobs that is likely to be assigned or considered)


	Possess thorough knowledge of all aspects of the job
	Has sufficient understanding of the jobs that have been assigned to him
	Can get through with the routine aspects of the job


	Inadequate knowledge effecting his job


	

	Quality of work

(Wherein thoroughness and accuracy of work without oversight or mistakes, with neatness and present ability is considered)


	Accurate


	Makes very few mistakes


	Generally acceptable output

	Requires considerable checking and rework
	

	Quantity of work

(Wherein the amount of output vis-à-vis the time taken is considered)


	Complete work before time.


	Generally completes work before stipulated time
	Satisfactory output


	Poor output


	

	.  Initiative

(Wherein self starting ability the resourcefulness and the ability to follow a job through which minimum of supervision and direction is considered)


	Self starter and is inquisitive


	Moderately self-propelling. Usually finds his way out
	Generally a routine worker


	Needs continuous producing


	

	.  Dependability


	Reliability and trustworthy


	Generally dependable uses good judgment


	Reliable and jobs of routine nature
	Requires constant supervision
	

	.  Conduct

(Wherein ones ability to get on with other fellow employees is considered)


	Others are eager to work with him


	Well liked by others
	Gets along with others without difficulty
	Does not get along with others


	

	.  Regularity
	Never away from work without previous sanction and always ahead of time
	Well on time and regular
	Normally on time and no un authorized absence without any satisfactory reasons.
	Often late or absent.
	

	Leadership : (Wherein the employee’s ability to get work done by his subordinates giving them clear guidance is considered)

	Inspire people to work cheerfully. An outstanding leader giving clear directions.
	Good leadership
	Does not have any particular difficulty in handling subordinates.
	Usually need the influence of  superiors to get things moving.
	

	.   Cost Consciousness

(Wherein the ability of the staff of foresee the resource requirement for any task and complete assignment with minimum waste is considered)


	Always plans his work in terms of time and money and meets it.
	Good foresight and good practical approach.
	Keeps commitments with guidance
	Indifferent lack cost consciousness.
	


Part –IV

Signature of the employee:






Date:

Signature of the reporting officer:

Signature of the reviewing officer:

Copy to :

(HRD DEPARTMENT)

ABOUT THE FORMS:

Content of the forms:

* BACKGROUND INFORMATION of the employee be filled in by the personnel department which contains - 

· Name

· Designation

· Date of joining

· Department

· Employee number

· Special assignments

· Qualifications

· Commendations

· Punishments and warnings awarded during the year (with reasons).

* ATTRIBUTES FOR PERFORMANCE/POTENTIAL ASSESSMENT

For officers:

· Professional knowledge and application

· Capacity to achieve results

· Dependability

· Judgment and decision making

· Communication Skills (Written or oral)

· Leadership

· Planning and organizing ability

· Co-operation and team spirit

· Adaptability

· Personality

For Technical/Non-Technical Staff (common attributes):

· Job knowledge: Knowledge and understanding of job assigned.

· Quality of work: Thoroughness and accuracy of work done without mistakes, neatness and present ability should be considered.

· Quality of work: Amount of output vis-à-vis the time taken.

· Initiative : Self – starting ability, resourcefulness and the ability to inspire confidence should be considered.

· Conduct : Ability to get on with other fellow employees.

· Regularity : Punctuality and regularity of attendance .

· Leadership : Ability to get work done be subordinates giving them clear guidance.

· Cost consciousness : Ability to foresee the resource requirement for any task and complete assignments with minimum waste.
For Technical Staff only:
· Safely Consciousness : Habits and work practices in respect of personal safety and  safety of fellow employees.

· Care of tool and equipment : Manner in which tool and equipment handling is done ensuring better tool life and less maintenance and less damage.

For Non-Technical Staff only:

Dealing with others: Ability to appreciate others point of view and approach in dealing with customers, suppliers or any other outsiders in conformity with organizational requirement.

For Pilots

· Flying Record

· Proficiency Checks

· Accident/Incident

· Regularity

· Overall Task Assessment

*RATING OF ATTRIBUTES

The common factors and the ratings under which the appraisal are made are as follows:

