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Champion Voyager Designers Pvt Ltd

Champion Voyager Designers Pvt Ltd is the leading pioneer in the large-scale
outsourcing of document creation services, with more than 80 years of graphics history. It
is also the world’s largest and most experienced provider of artwork and embroidery
digitizing.

They cater to more than 2,000 clients worldwide with output-ready digital filesfor all
types of printing, computer-generated communications, stitched apparel and product
imprinting and work 24 hours/ 7 days aweek / 365 days a year.

Retail and quick printers, commercial printers, apparel and promotional products
supplierg/distributors, advertising agencies and corporations rely on Champion Voyager
Designers Pvt Ltd for customized digital graphics solutions that help them generate
higher profits, increase productivity and enhance competitive differentiation, without the

ongoing costs of equipment, labor, or technology.

Production Facility

Headquartered in Elgin, Illinois, Champion Voyager Designers Pvt Ltd maintains alarge
Production Center in Pune, India, staffed by 350 highly skilled employees and operating
24/7/365.

Quality
Quality isthe top priority at thisfacility. That’s why they apply Six Sigma processes and

detailed quality control procedures for every client and every project.

Training
Because they understand how important quality and accuracy are to the customer’s

business, Champion Voyager Designers Pvt Ltd has created a detailed, comprehensive
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approach to training their document creation, artwork and digitizing specialists. Training
is ongoing with periodic reassessments, based on the customer’s specific needs and

Affinity Express’ commitment to continuous improvement.

Technology

They offer aweb-based order entry and management system for maximum
convenience and speed. Champion Voyager Designers Pvt Ltd supports PC
and Mac platforms and is certified in over 30 software packages to meet the

needs of clients.

Confidentiality and Security

Champion Voyager Designers Pvt Ltd takes great care to ensure uptime and protect the
clients’ data through an elaborate security system and set of backup procedures both on-
and off-site.

Support

Clients have adirect link to customer support 24/7/365 and can get fast answers on the
status of their projects, revisions, quotes and other questions. For any issues that require
escalation, the Account Services team is available Monday through Friday, from 8:00
A.M. t0 6:00 P.M. Central Standard Time.

Graphic solutions

Champion Voyager Designers Pvt Ltd offers three categories of graphics services and the
function is the same for each: they format the graphics, photos and written copy that the
customers submit and produce digital, production-ready files. These files are then used by
the customer for printing, posting to web sites, presentations, embroidery on apparel or

screen-printing on ad specialty items.
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Document Creation

Taking hard or soft copy input and returning digital files for production—aterm
originated by Champion Voyager Designers Pvt Ltd that is also known as desktop
publishing, digital pre-press or pre-flighting.
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Embroidery Digitizing
Trandlating artwork into a series of commands to be read by an embroidery machine for

output on various items of apparel, bags, caps, etc.
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The world-class, cost-effective document creation, artwork and digitizing services of
Champion Voyager Designers Pvt Ltd helps the customer to generate more revenue,
enhance profitability, improve productivity and increase focus on their core business.
Affinity Express’ customized solutions provide the specific capacity and services need by
the customer and when they need them. That’s why Champion Voyager Designers Pvt
Ltd has a proven track record of success with some of the largest, most respected

companiesin the world.

Injust 1 month...

Over 350 design and digitizing professionals at Champion Voyager Designers Pvt Ltd
create more than 35,000 output-ready digital files using 30-plus software programs on a
network with a 99.99% uptime guarantee and backed by 24/7/365 support. They deliver

in 24 hours or less and reward clients with as much as 50% in cost savings

Outsour ced graphics services
e Artwork creation and layout
e Embroidery digitizing

e Document creation

Professional services
e System integration
e Custom website creation (for order management)

e Consulting

Project types

e Announcements

Booklets

Brochures

Business Cards

Newsdletters
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Postcards
Presentations
Programs
Certificates
Resumes
Embroidery Digitizing
Sales Sheetg/Flyers
Envelopes
Signsg/Banners
Forms

Tables, Charts and Graphs
Invitations

Table Tents

L etterhead

Tabs

Logos

Tickets

Mailing Labels
Vector Art
Manuals

Word Processing

Menus

Softwar e Proficiencies

Champion Voyager Designers Pvt Ltd designers are certified in more than 30 software

packages, including:

Adobe Acrobat
M acromedia Dreamweaver
Adobe GoLive
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e Macromedia Freehand
e Adobe lllustrator

e Microsoft Excel

e AdobeInDesign

e Microsoft PowerPoint
e Adobe PageMaker

e Microsoft Publisher

e Adobe Photoshop

e Microsoft Word

e AutoCAD

e Microsoft Visio

e CorelDRAW
e Punto

e Gunold

e Pulse

e HTML

e QuarkXPress

e Wilcom

Partners

Apparel and Promotional Products Suppliers/Distributors

Champion Voyager Designers Pvt Ltd provides a streamlined, cost-effective process and
reliable partnership to enable better focus on selling and supporting customers, as well as

higher profit margins.

Printers

In the highly competitive printing industry, outsourcing document creation to Champion
Voyager Designers Pvt Ltd lets clients drive print revenue, lower fixed costs, improve
margins, deploy internal teams on sales and support and leverage the revenue opportunity

offered by ancillary services.

10
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Advertising Agencies

As clients demand lower costs, greater value and faster turn times from their agencies,
Champion Voyager Designers Pvt Ltd provides a means to better apply highly-talented
and costly internal resources to creative projects and client interaction, while handing off
straightforward execution and excess demand resulting in higher profit margins.

Corporations
Outsourcing (either off-site or a combination of on- and off-site) to Champion Voyager
Designers Pvt Ltd letsinternal personnel to focus on their core business, exercise greater

control over branding and improve support for internal departments and clients.

11
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IMPORTANCE AND PURPOSE
OF PERFORMANCE
APPRAISAL

12
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I ntroduction to Performance Appraisal

Once the employee has been selected, trained and motivated, he is then appraised for his
performance. Performance Appraisal is the step where the Management finds out how
effective it has been at hiring and placing employees. If any problems are identified, steps
are taken to communicate with the employee and remedy them.

“Performance Appraisal is a process of evaluating an employee’s
performancein termsof itsrequirements.”

Performance Appraisal can also be defined as “the process of evaluating the
per formance and qualifications of the employeesin terms of the requirements of the
job for which he is employed, for purposes of administration including placement,
selection for promotions, providing financial rewards and other actions which
require differential treatment among the members of a group as distinguished from

actions affecting all membersequally.”

13
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| mportance and Purpose
Performance Appraisal has been considered as the most significant an indispensable tool
for an organization, for an organization, for the information it providesis highly useful in
making decisions regarding various personnel aspects such as promotion and merit
increases. Performance measures also link information gathering and decision making
processes which provide a basis for judging the effectiveness of personnel sub-divisions
such as recruiting, selection, training and compensation. Accurate information plays a
vital role in the organization as a whole. They help in finding out the weaknesses in the
primary aress.

Formal Performance Appraisal plans are designed to meet three needs, one of the
organization and the other two of the individual namely:

0 They provide systematic judgments to back up salary increases, transfers,
demotions or terminations.

0 They are the means of telling a subordinate how he is doing and
suggesting needed changes in his behavior, attitudes, skills or job
knowledge. They let him know “where he stands” with the Boss.

0 Superior uses them as abase for coaching and counseling the individual.

On the basis of merit rating or appraisal procedures, the main objectives of
Employee Appraisal are:

0 To enable an organization to maintain an inventory of the number
and quality of all managers and to identify and meet their training
needs and aspirations.

0 To determine increment rewards and to provide reliable index for
promotions and transfers to positions of greater responsibility.

0 To suggest ways of improving the employee’s performance when

he is not found to be up to the mark during the review period.

14
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0 To identify training and development needs and to evaluate
effectiveness of training and devel opment programmes.

o0 To plan career development, human resource planning based
potentials.

15



Performance Appraisal Effectiveness MBA (Human Resour ces)

PERFORMANCE APPRAISAL
STRUCTURE IN THE
ORGANIZATION

16
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Summary of the Performance Analysis System

Setting performance standards, observing and providing feedback, and conducting
appraisals enables the Team Leader to achieve the best results through managing

employee performance.

To begin the process, the Team Leader and the employee collaborates on the
development of performance standards. The Team Leader then develops a performance
plan that directs the employee's efforts toward achieving specific results, to support
organizationa growth as well as the employee's professional growth. Discussion of goals
and objectives throughout the year provides a framework to ensure that employees
achieve results through One on One and mutual feedback. At the end of the rating period,
the Team Leader appraises the employee's performance against existing standards, and

establishes new goals together for the next rating period.

As the immediate supervisor, the Team Leader plays an important role; his closest

interaction with the employee occurs at this level.
There are four key elementsin the appraisal system:

1. Set objectives - Decide what the Team Leader wants from the employees and
agree these objectives with them.

2. Manage performance - Give employees the tools, resources and training they
need to perform well.

3. Carry out the appraisal - monitor and assess the employees performance,
discuss those assessments with them and agree on future objectives.

4. Providerewardsremedies - Consider pay awards and/or promotion based on the

appraisal and decide how to tackle poor performance.

17
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Performance Standar ds

How does the Team Leader decide what's acceptable and what's unacceptable
performance? The answer to this question is the first step in establishing written
standards.

Performance expectations are the basis for appraising employee performance. Written
performance standards let the Team Leader to compare the employee's performance with

mutually understood expectations and minimize ambiguity in providing feedback.

Having performance standards is not a new concept; standards exist whether or not they
are discussed or put in writing. When the Team Leader observes an employee's
performance, he usually makes a judgment about whether that performance is acceptable.
Standards identify a baseline for measuring performance. From performance standards,
the Team Leader can provide specific feedback describing the gap between expected and

actual performance.

Guiding Principles

Effective performance standards:

e Serveasan objective basis for communicating about performance.

o Enables the employee to differentiate between acceptable and unacceptable
results.

e Increasejob satisfaction because employees know when tasks are performed well.

e Inform new employees of your expectations about job performance.

18
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Key Responsibility Areas (KRA)

The Team Leaders in association with the Project Manager write performance standards
for each key area of responsibility on the employee's job description. The employee
actively participates in its development. Standards are usually established when an
assignment is made, and they are reviewed if the employee's job description is updated.
The discussions of standards include the criteria for achieving satisfactory performance
and the proof of performance (methods the Team Leader will use to gather information

about work performance).

19
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Characteristics of Performance Standards

Standards describe the conditions that must exist before the performance can be rated

satisfactory. A performance standard should:

e Be redlistic, in other words, attainable by any qualified, competent, and fully
trained person who has the authority and resources to achieve the desired result

o Describe the conditions that exist when performance meets expectations

e Be expressed in terms of quantity, quality, time, cost, effect, manner of
performance, or method of doing

e Be measurable, with specified method(s) of gathering performance data and
measuring performance against standards

20
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Expressing Standards

The terms for expressing performance standards are outlined below:

e Quantity: Specifies how much work must be completed within a certain period of
time.

e Quality: Describes how well the work must be accomplished. Specifies accuracy,
precision, appearance, or effectiveness.

e Timeliness: Answers the questions, by when? , How soon? , Or within what
period?

o Effective Use of Resources. Used when performance can be assessed in terms of
utilization of resources. money saved, waste reduced.

o Effects of Effort: Addresses the ultimate effect to be obtained; expands
statements of effectiveness by using phrases such as. so that, in order to, or as
shown by.

e Manner of Performance: Describes conditions in which an individual's personal
behavior has an effect on performance, e.g., assists other employees in the work
unit in accomplishing assignments.

e Method of Performing Assignments. Describes requirements; used when only
the officially prescribed policy, procedure, or rule for accomplishing the work is
acceptable.

21
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Performance M easur ements

Since one of the characteristics of a performance standard is that it can be measured, the
Team Leader identifies how and where evidence about the employee's performance will
be gathered. Specifying the performance measurements when the responsibility is
assigned will help the employee keep track of his progress, as well as helping the Team

Leader in the future performance discussions.

There are many effective ways to monitor and verify performance, the most common of

which are:

o Direct observation

e Specific work results (tangible evidence that can be reviewed without the
employee being present)

e Reports and records, such as attendance, safety, inventory, financial records, etc.

o« Commendations or constructive or criticall comments received about the

employee's work.

22
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Observation and Feedback (One on One)

Once performance objectives and standards are established, the Team Leader observes
the employees performance and provides feedback. The Team Leader has a
responsibility to recognize and reinforce strong performance by an employee, and
identify and encourage improvement where it is needed. The Team Leader provides

informal feedback almost every day.

By observing and providing detailed feedback, the Team Leader plays a critical role in

the employee's continued success and motivation to meet performance expectations.

One On One Sessions

One on One is a method of strengthening communication between the Team Leader and
the employee. It helps to shape performance and increase the likelihood that the
employee's results will meet expectations. One on One sessions provide the Team Leader
and the employee the opportunity to discuss her progress toward meeting mutualy
established standards and goals. A One on One session focuses on one or two aspects of

performance, rather than the total review that takes place in a performance evaluation.

Guiding Principles

Effective One on One can:

e Strengthen communication between the Team Leader and the employee
e Help the employee attain performance objectives

e Increase employee motivation and commitment

e Maintain and increase the employee's self-esteem

e Provide support

23
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Key Elements of One on One

To make One on One sessions effective, the Team Leader keeps the following key

elements of One on One in mind while conducting such a session:

Observe the employee's work and solicit feedback from others.
When performance is successful, take the time to understand why.
Advise the employee ahead of time on issues to be discussed.
Discuss aternative solutions.

Agree on action to be taken.

Schedul e follow-up meeting(s) to measure results.

Recognize successes and improvements.

Document key elements of One on One session.

Questionsto Consider during One on One

To provide effective feedback the Team Leader must understand the elements of

performance and analyze marginal performance. These questions are kept in mind:

How is the employee expected to perform?

Does the employee understand these expectations? If not, why not?

Does the employee know what successful results look like? How does the Team
Leader know?

Does the employee know the performance is margina? How does the Team
Leader know?

Are there obstacles beyond the employee's control ? Can the Team Leader remove
them?

Has the employee ever performed this task satisfactorily?

Is the employee willing and able to learn?

Does satisfactory performance result in excessive work being assigned?

24
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Does unsatisfactory performance result in positive consequences such as an

undesirable task being reassigned?

During the One on One Session

When the Team Leader conducts a One on One session to provide positive feedback to

the employee, he keeps the following pointsin mind:

Describe the positive performance result or work habit using specific details.

Ask the employee's opinion of the same product or behavior.

Ask the employee to identify elements that contributed to success (adequate time
or resources, support from management or other employees, the employee's talent
and interest in the project).

Discuss ways in which the Team Leader and the employee can support continued
positive results.

Reinforce for the employee the value of the work and how it fits in with the goals
of the work unit or department.

Show your appreciation of the positive results and your confidence that the
employee will continue to perform satisfactorily.

If appropriate, document your discussion for the employee'sfile.

When the Team Leader conducts a One on One session to improve performance, he uses

the following format:

Describe the issue or problem, referring to specific behaviors.
Involve the employee in the problem-solving process.

Discuss causes of the problem.

|dentify and write down possible solutions.

Decide on specific actions to be taken by each of the Team Leader.
Agree on afollow-up date.

Document key elements of the session.

25
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Follow-Up Discussion

During afollow-up discussion, the following steps are followed:

e Review the previous discussion(s).
« Discussinsufficient improvement and ask for reasons why.

« Indicate consequence of continued lack of improvement.

e Agreeon action to be taken and set afollow-up date, if appropriate.

o Convey confidence in the employee.

o Document the discussion.

26
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RESEARCH STUDY

27
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Aim of the Research
“To ascertain the effectiveness of Performance Appraisal methodology used by the

Organization.”

Objectives of the study
The following are the objectives of the study -
s Todevelop my understanding of the subject.

o Performance Appraisal System implemented in various Organizations
varies according to the need and suitability. Through my research, | have
tried to study the kind of Appraisal used in the Organization and the
various pros and cons of this type of system.

% To conduct a study on social behavior.

0 Socia behavior isavery unpredictable aspect of human life but social
research is an attempt to acquire knowledge and to use the same for social
devel opment.

% Toenhancethe welfare of employees.

0 TheAppraisa system is conceived by the Management but mostly does
not take into consideration the opinion of the employees. This can lead to
adverse problemsin the Organization. Therefore by this study | have
attempted to put forth the opinion of the employee with respect to the
acceptability of the Performance Appraisal System.

% Toexercise social control and predict changesin behavior.

0 The ultimate object of my research isto make it possible to predict the

behavior of individuals by studying the factors that govern and guide

them.

28
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Resear ch Design

A research design is atype of blueprint prepared on various types of blueprints available
for the collection, measurement and analysis of data. A research design callsfor
developing the most efficient plan of gathering the needed information. The design of a
research study is based on the purpose of the study.

A research design is the specification of methods and procedures for acquiring the
information needed. It isthe overall pattern or framework of the project that stipulates

what information is to be collected from which source and by what procedures.

29
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Sampling
Anintegral component of aresearch design is the sampling plan. Specifically, it
addresses three questions

= Whom to survey (The Sample Unit)

= How many to Survey (The Sample Size) &

= How to select them (The Sampling Procedure)
Making a census study of the whole universe will be impossible on the account of
limitations of time. Hence sampling becomesinevitable. A sampleisonly a portion of the
total employee strength. According to Y ule, afamous statistician, the object of sampling

isto get maximum information about the parent population with minimum effort.

M ethods of Sampling

= Probability Sampling isaso known as ‘random sampling’ or ‘chance sampling’.
Under this sampling design every individual in the organization has an equal
chance, or probability, of being chosen as a sample. Thisimplies that the section
of sampleitemsisindependent of he persons making the study — that is, the
sampling operation is controlled objectively so that the items will be chosen
strictly at random.

= Non Probability Sampling is aso known as ‘deliberate sampling’, purposeful
and judgmental sampling. Non-Probability Sampling is that which does not
provide every individual in the Organization with a known chance of being

included in the sample.

30
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Data collection method

Collection of dataisthe first step in statistics. The data collection process follows the
formulation for research design including the sample plan. The data can be secondary or
primary.
= Collection of Primary Data during the course of the study or research can be
through observations or through direct communication with respondents on one
form or another or through personal interviews. | have collected primary data by
the means of a Questionnaire. The Questionnaire was formulated keeping in mind
the objectives of the research study.
= Secondary data means datathat is already availablei.e., they refer to data, which
has already been collected and analyzed by someone else. When a secondary data
is used, the researcher has to look into various sources from where he can obtain

data. Thisincludes information from various books, periodicals, magazines etc.

31
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Resear ch M ethodology Adopted

Research Design

Research I nstrument

Sampling Plan

i) Sample Method

ii) Sample Size

iii) Sample Unit

Sampling Design

Descriptive research

Structured Questionnaire

Non-Probability Sampling
(Convenience Sampling)

50

Employees who do not hold a

supervisory position

Convenience Sampling, as the name implies, is based on the convenience of the

researcher who is to select a sample. Respondents in the sample are included in it merely

on account of their being available on the spot where the survey was in progress.

Sour ce of Data

a) Primary Data : Structured Questionnaire
b) Secondary Data Journals, Booklets, Company Data, etc.
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DATA ANALYSIS

33
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Median Age Analysis
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The above graph is a logarithmic representation of the employee age data and clearly
shows the median age of the sample population taken for the survey as 29. Thisis mainly
due the expansion policy of the company that has taken on board a large number of new
and young employeesto fuel its growth plans.

Dueto thisalarge group of creative employees have been inducted into the Organization.
This helps in maintaining the creative talent in the Organization, as the job profile
requires them to be creative.

Champion Voyagers Designers Pvt Ltd will be continuing their expansion plans in the
coming months and thiswill lead to afurther decease in the average age of the employees
in the Organization.
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Male/ Femaleratio within the selected sample

Data
Males— 24
Females— 26

Analysis

There is equality in terms of the ratio between males and females in Champion Voyager
Designers Pvt Ltd. This can aso be ascertained from the fact that the same ratio is
present among the total strength of 350+ employees in the company. The sample was
carefully chosen to ensure that the study gave an equal opportunity to both the sections to
voice their opinion and there gain atruer picture of the conclusions derived by the study.
The balance of both the genders in the Organization also gives rise to a good work
atmosphere and better understanding between the employees. This trend can aso be
witnessed in the supervisory ranks of Champion Voyager Designers Pvt Ltd. This helps
to remove many barriers that may exist due to various reasons.

The Management of Champion Voyager Designers Pvt Ltd strives to be an “equal

opportunity employer” and therefore does not try to discriminate on the basis of Gender.
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Y ear s of Experience within the Organization
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Data
1) LessthanaYear — 5 2) One Year — 19 3) Two Years—- 14
4) ThreeYears—5 5) Four + Years— 7
Analysis

Most of the employees in the Organization are relatively new because a majority of them
(i.e. 66%) have between one and two years of experience in the Organization. This is
mainly due to the fact that the Organization is in a constant mode of growth and is
therefore recruiting in a big way. The expansion plans are done keeping in mind the
proposed growth in businessin the near future.

Another reason is the fact that finding new talent for the required skills is a tough task
because market awareness about the career growth in this sector is very limited. Due to
this, Champion Voyager Designers Pvt Ltd has inducted a lot of employees after

providing them with training to ensure that their Human resource requirements are met.
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1) Have you worked in any other Company prior to joining this

Organization?

Data
1) Yes—32
2) No-18
Analysis

Thirty-two employees (i.e. 64%) have some amount of prior work experience before
joining Champion Voyager Designers Pvt Ltd. Most of them are diploma holders in
animation and were not aware of the existence of such an industry. They came to know
about the same only after seeing the advertisements of the company in the newspaper.
This also means that even though most of them have worked prior to joining Champion
Voyager Designers Pvt Ltd, they do not have any hands-on experience of the kind of
work carried out by Champion Voyager Designers Pvt Ltd.

Thisfact can also be interpreted as having no valid work experience at all prior to joining

the Organization.
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2) Wereyou informed about the Performance Appraisal model, used in

the Organization, during your induction?

Data
1) Yes—27
2) No-23
Analysis

Due to the fact that most of the employees have got no experience in this sector before,
they did not ask about the Performance Appraisal model used in the Organization. The
respondents that said that they were informed of the model during the interview were told
so at the discretion of the interviewer.

The company has however made it a point to inform the employee about the model
before he signs the acceptance letter. This prevents any ambiguities and
misunderstanding about what is expected of the employee before he joins the

Organization.
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3) How do you find the Performance Appraisal Model in this

Organization? (Mark all therelevant options)

Data

1) Simple - 37 2) Complicated — 13 3) Objective- 17
4) Subjective - 33 5) Efficient - 32 6) Inefficient - 18
Analysis

From the above chart it can be inferred that, a mgjority of the sample respondents have
found the Appraisal Model to be simple and efficient on one hand but also subjective on
the other hand. The Appraisal model has been thoroughly dealt with during the training
so the employees know exactly what is expected of them. The HR department follows an
“open—door policy” which ensures that any queries regarding the policy can be clarified
to the employee’s satisfaction. But the employees are of the opinion that the subjective
nature of the Appraisal system is one of the main disadvantages. The fact remains that
due to the kind of work carried out by Champion Voyager Designers Pvt Ltd, it becomes

quite irrelevant to appraise on an objective basis.
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4) In your opinion, doesthe Performance Appraisal System givea

proper assessment of your contribution to the Organization?

Data
1) Yes-27
2) No-23
Analysis

About 54% of the respondents say that the Performance Appraisal System does give a
true and fair view of their contribution to the Organization. This does include employees
who think that their rating does not always turn up to be correct as per their opinion.

The group of respondents who have replied in the negative, also include candidates who
say that the appraisal does not turn out to be right most of the times but do show a fair
view sometimes. Since the appraisal is done o a quarterly basis and most of the
candidates have not gone through more than 2-3 rounds of appraisals, the data may not be

entirely sufficient to reach any conclusions.
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5) How often does your Perfor mance assessment match to your
expectations?

20

18 +

16

14

12

10

o N B o o]
L I I I I

Data

1) Never - 2 2) Rarely - 8 3) Sometimes— 13
4) Often - 20 5) Every time- 7

Analysis

This question was purposely put into the questionnaire to validate the answers for the
previous question. The breakup of the data clearly shows that 4% of the entire sample
state that their appraisal have never shown afair view of their performance. If this can be
combined with those who are of the opinion that their appraisal rarely matches up to their
expectations, this figure goes up to consist about 20% of the population. That shows that
80% are satisfied with the present system even though this includes satisfaction in
varying degrees like the appraisal matches up to the respondents expectations sometimes,
often or every time.

This does show that the satisfaction level of the employees in this system is quite high
and that there is a general feeling of likeability among the respondents.
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6) According to you, how often should the Performance Review take
place?

Data

1) Onceinaweek - 14 2) Once amonth - 17 3) Every 3 months— 12
4) Every 6 Months - 3 5) OnceaYear -4

Analysis

Performance appraisal review is a constant process and lesser the frequency between the
appraisas, the better. The majority want (i.e. 86% which includes the first 3 options only)
the frequency of the appraisal to less than 3 months. The employees say that the longer
the frequency between appraisals, the more the chances of the appraisal not matching up
to their expectations because many performances get overlooked. If the appraisal is done
on a more frequent basis, the employee has a chance to find out the gaps in his / her
performance on a more regular basis which will help them to improve more on their
performance and thereby eliminate waste. The appraisal does not necessarily have to be a
formal one. Even informal performance appraisals done between formal appraisals but on
a more frequent level will most certainly help and go a long way in improving

performance.
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7) What isyour Satisfaction level with the current Appraisal System?

30

25 +

20 +

15 +

No of People

10 +

0 1 1 1
1 2 3 4 5
Satisfacton level

Data

1) Very Low -0 2) Low-4 3) Average— 13

4) High - 28 5) Very High- 5

Analysis

The satisfaction level of the Appraisal system is quite high as can be seen from the graph.
Thisisagood sign asincreased level of satisfaction isthe main emphasis of any appraisal
system. The curve tops at the rating of “high” and this includes about 56% of the
population. The bell curve shows that 92% have rated the Appraisal system as “average”,
“high” or “very high”. The high Satisfaction level in the System could also be due to
various reasons like monetary or non-monetary incentives or growth parameters.

The satisfaction level also bringsto light the efficiency of the management in devising an

acceptable Appraisal system.
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8) Which arethe areasthat should beimproved upon?

25+

20~

15+

10

Data

1) Standards - 12 2) Monetary Incentives - 25 3) Freg of Appraisal — 23

4) Appraiser - 3

Analysis

This question breaks up the different phases of the appraisal system and tries to come to
derive a conclusion as to the areas of improvement in the process of evaluation. Fifty
percent of the respondents say that there should be a change on the aspect of monetary
incentives. This does not refer to an increase in the monetary incentives but a more
reasonable incentive structure that will properly reward increased and efficient
performance. The frequency of appraisal is another aspect that needed review. The
present system is a quarterly one and the general opinion is that informal appraisals
should be held on a more regular basis. Standards of performance (i.e. benchmarks)
should be improved according to 24% of the respondents. Only 6% have stated the there
should be change in the appraiser, which is an inevitable sign of the operational

efficiency of the system.
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9) How important do you think is Performance Appraisal to your
Perfor mance?

Productivity Analysis

25

20

15

10

Data

1) Not Important - 0 2) Less Important - 2 3) Important — 14
4) Very Important - 22 5) Most Important - 12

Analysis

This gquestion was put in to find out and analyze the importance of the Appraisal system
to the productivity of the employee. The data clearly shows that the recognition of the
employee’s performance does have a direct impact on his/ her efficiency.

A vast mgjority of the respondents (i.e. 68% which includes ratings of “very important”
or “most important”) affirm that their performance is directly influenced by recognitions
of their performance by the appraisal system. None of the respondents have stated that
the appraisal system had no effect on their productivity.

This points out to the fact that the Appraisal system goes along way in determining the
productivity of the employees in an Organization. Therefore it is very important for any
Organization to devise their Performance Appraisal System carefully.
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10) Do you think the One on One sessions ar e effective in ironing out
problemsin the work environment?

27+

26

Data
1) Yes-23
2) No-27
Analysis

One on one sessions are conducted by Champion Voyager Designers Pvt Ltd during the
appraisal system phase to tell the employee on an individual level asto the rating given to
him / her. Each session lasts between 10 — 30 minutes. The team leader tries to justify his
reasons on why he had given a particular rating to an employee. Sixty four percent of the
employees responded by saying that the one on one sessions are not efficient in ironing
out problems mainly because since they are done on a formal basis so most employees
consider it just as aformality which the appraiser uses to impose the rating he has already
given to an employee. The employee therefore does not expect the rating to change after

aone on one session with the supervisor.
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11) Transparency Rating of the Performance Appraisal system

Transperancy Rating
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Data
1) 4 Points— 10 2) 5 Points— 16 3) 6 Points— 9
4) 7 Points— 8 5) 8 Points— 5 6) 9 Points - 2
Analysis

This question is an attempt to analyze the perceived transparency of the rating among the
employees of the Organization. A majority of the employees have given a transparency
rating of 5. The perception of the employees is since the appraisal is done on a quarterly
basis, the employee isnot in aposition to actually evaluate the basis of the rating he/ she
has received. This causes a lot of ambiguity in the ratings. This is the primary concern
due which almost 70 % have given a rating of 6 and below. The respondents who have
given arating of 7 and above have mostly given this rating because they have got good
ratings in the past and feel that there is not much required in terms of transparency as
long as they get good ratings themselves.
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12) Do you feel comfortable discussing any differ ence of opinion about
your Performance Rating with your appraiser?

Data
1) Yes—-21
2) No-29
Analysis

The mgjor reason for the decreased transparency rating might be due to the fact that 58 %
of the respondents did not feel free to express their displeasure, if any, to the rating given
to them. This can be due to decreased comfort levels with the appraiser. The appraisal
system can only be efficient if it takes into consideration the employee’s side of the
appraisal. There might be various aspects that the appraiser might have accidentally
overlooked or certain circumstances misinterpreted which can be clarified if the

employee is more open and comfortable with the employer.




Performance Appraisal Effectiveness MBA (Human Resour ces)

13) Performance Appraisal Model Rating

Overall Rating
18
16 +
14 +
12
10 +
8
6 4
4 4
2 4
0 - : : : :
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Data
1) 5 Points— 2 2) 6 Points— 6 3) 7 Points— 14
4) 8 Points— 16 3) 9 Points - 12
Analysis

The respondents were specifically told to rate the Appraisal system by setting aside any
kind of human intervention present in it by just evaluating its inherent structure and not
efficiency in its execution. This helps to ascertain whether there are any flaws in the
Performance Appraisal system. About 80 % of the sample has given arating of 7 points
and above. This shows the system is generally acceptable to the employees and is a good
sign for Champion Voyager Designers Pvt Ltd. The concern of the Organization should
be to find out why the remaining 20 % are not very highly satisfied with the system and

find out ways and means to increase their acceptability of the system.
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LIMITATIONS
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Limitations

The following are the limitations faced by me during the course of the study

The sample consisted only of employeesin the day shift. Employees of the night
shift were not considered for the purpose of study.

There is no concrete basis to prove the response given is a true measure of the
opinion of all the employees as awhole.

Convenient sampling was used as the mode of conducting the research.

The questionnaire contained mostly multiple-choice questions; therefore many
respondents may not have given a proper thought before answering the questions.
The response of the respondents may not be accurate thinking that the
management might misuse the data.

Almost all of the questionnaires had the open-ended question no. 11, left
unanswered.

Sensitive company information cannot be displayed in the project report.

Most respondents might be influenced by their peersin answering the questions.
Due to the fact that most of the respondents were young, the questions might not
have been answered with due sincerity.
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FINDINGSAND
CONCLUSIONS
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Findings and Conclusions

The following are the suggestions and conclusions derived from this particular

research study

Objectivity

One manager's idea of "self-starting ability" can be quite different than
another'sidea. The question then arises as to how does one objectively
evaluate "creativity”? If greater amount of objectivity can be infused into the

Appraisal system, it can help to bring more transparency.

Effective Communication

One function of performance appraisalsisto help employees develop so they
can contribute more effectively. In order for the employees to develop and
learn they need to know what they need to change, where (specifically) they
have fallen short, and what they need to do. If amanager assignsa 1l
(unsatisfactory) on ascale of 5, it does not convey much information to an
employee. It just says the manager is dissatisfied with something. In order to
make it meaningful and promote growth, far more information must be added
to the appraisal process and the related information should be transparently
shared with the employee.

Fairness
Most employees resist being classified at the low end of the scale. Employees
who are low rated are more likely to resist the evaluation of the superior and

argue, claiming that personal bias was involved in the ratings.

Managerial Efficiency
The implementation of a Performance Appraisal System rests on the shoulders
of the manager and he must ensure that it is done properly. A good manager

can make an average appraisal system work and vice-versa.
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org/division/dept:

location/based at:

name:

position:

age:

year or period covered:

time in present position:

length of service:

appraisal date & time:

appraisal venue:

appraiser:

Part A Appraisee to complete before the interview and return to the appraiser by (date)

A1l State your understanding of your main duties and responsibilities.

A2 Discussion points:

1. Has the past year been good/bad/satisfactory or otherwise for you, and why?

2. What do you consider to be your most important achievements of the past year?

3. What do you like and dislike about working for this organisation?

4. What elements of your job do you find most difficult?

5. What elements of your job interest you the most, and least?
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6. What do you consider to be your most important tasks in the next year?

7. What action could be taken to improve your performance in your current position by you, and your boss?

8. What kind of work or job would you like to be doing in one/two/five years time?

9. What sort of training/experience would benefit you in the next year?

A3 List the objectives you set out to achieve in the past 12 months (or the period covered by this appraisal)
with the measures or standards agreed - against each comment on achievement or otherwise, with reasons
where appropriate. Score the performance against each objective (1-3 = poor, 4-6 = satisfactory, 7-9 = good, 10
= excellent):

objective measure /standard score comment
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A4 Score your own capability or knowledge in the following areas in terms of your current role requirements (1-
3 = poor, 4-6 = satisfactory, 7-9 = good, 10 = excellent). If appropriate bring evidence with you to the appraisal
to support your assessment. The second section can be used if working towards new role requirements.

1. commercial judgement others (for current or new role):

2. product/technical knowledge

3. time management

4. planning, budgeting and forecasting

5. reporting and administration

6. communication skills

7. delegation skills

8. IT/equipment/machinery skills

9. meeting deadlines/commitments

10. creativity

11. problem-solving and decision-making

12. team-working and developing others

13. energy, determination and work-rate

14. steadiness under pressure

15. leadership and integrity

16. adaptability, flexibility, and mobility

17. personal appearance and image

A5 1n light of your current capabilities, your performance against past objectives, and your future personal
growth and/or job aspirations, what activities and tasks would you like to focus on during the next year.
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Part B To be completed during the appraisal by the appraiser - where appropriate and safe to do so, certain items
can completed by the appraiser before the appraisal, and then discussed and validated or amended in discussion with

the appraisee during the appraisal.

B1 Describe the purpose of the appraisee's job. Discuss and compare with self-appraisal entry in Al.
Clarify job purpose and priorities where necessary.

B2 Review the completed discussion points in A2, and note the points of and action.
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B3 List the objectives that the appraisee set out to achieve in the past 12 months (or the period covered by this
appraisal - typically these objectives will have been carried forward from the previous appraisal record) with the
measures or standards agreed - against each comment on achievement or otherwise, with reasons where
appropriate. Score the performance against each objective (1-3 = poor, 4-6 = satisfactory, 7-9 = good, 10 =
excellent). Compare with the self-appraisal in A3. Discuss and note points of significance, particularly
training and development needs and wishes, which should be noted in B6.

objective measurefstandard self-scorefapp'r score comment
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B4 Score the appraisee's capability or knowledge in the following areas in terms of their current (and if
applicable, next) role requirements (1-3 = poor, 4-6 = satisfactory, 7-9 = good, 10 = excellent). If appropriate
provide evidence to support your assessment. The second section can be used for other criteria or if the
appraisee is working towards new role requirements. Compare scores with the self-appraisal in B4.
Discuss and note agreed points training/development needs and wishes (to B6).

=

~

10.
11.
12.
13.
14.
15.
16.
17.

commercial judgement
product/technical knowledge

time management

planning, budgeting and forecasting
reporting and administration
communication skills

delegation skills
IT/equipment/machinery skills
meeting deadlines/commitments
creativity

problem-solving and decision-making
team-working and developing others
energy, determination and work-rate
steadiness under pressure
leadership and integrity

adaptability, flexibility, and mobility

personal appearance and image

others (for current or new role):

B5 Discuss and agree the appraisee's career direction options and wishes, and readiness for promotion, and
compare with and discuss the self-appraisal entry in A5. (Some people do not wish for promotion, but
everyone is capable of, and generally benefits from, personal development - development and growth should be
available to all, not just people seeking promotion). Note the agreed development aim(s):
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B6 Discuss and agree the skills, capabilities and experience required for competence in current role, and if
appropriate, for readiness to progress to the next role or roles. Refer to actions arising from B3 and the
skill-set in B4, in order to accurately identify all development areas, whether for competence at
current level or readiness to progress to next job level/type.) Note the agreed development areas:

B7 Discuss and agree the specific objectives that will enable the appraisee to reach competence and to
meet required performance in current job, if appropriate taking account of the coming year's plans,
budgets, targets etc., and that will enable the appraisee to move towards, or achieve readiness for, the
next job level/type, or if no particular next role is identified or sought, to achieve the desired
personal growth or experience. These objectives must adhere to the SMARTER rules - specific, measurable,
agreed, realistic, time-bound, enjoyable, recorded.
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B8 Discuss and agree (as far as is possible, given budgetary, availability and authorisation considerations) the
training and development support to be given to help the appraisee meet the agreed objectives above.

Appraisers should note that personal development and support must be offered to all employees, not just those
seeking promotion. Also, training isn't restricted to sending someone on an external course - it includes internal
courses, coaching, mentoring (mentoring someone else and well as being mentored), secondment to another role
(eg deputising for someone while they are away on holiday), shadowing, distance-learning, reading books,
watching videos, attending meetings and workshops, workbooks, manuals and guides, researching, giving
presentations; anything relevant and helpful that will help the person develop towards the standard and agreed
task. Avoid committing to training expenditure before suitable approval, permission or availability has been
confirmed - if necessary discuss likely training requirements with the relevant authority before the appraisal.

B9 Any other issues (to be covered separately outside of this appraisal):

Signed and dated by appraisee: and by appraiser:

Grade/recommendation/summary as applicable:

Distribution of copies/confidentiality/accessibility details:
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QUESTIONNAIRE

Dear Respondent,

I would be grateful if you could spare some of your time to respond to the following
questions. Your response will be treated as confidential and would only be used for
the purpose of study.

Gender - Male [] Female[ ]

Age 21-25 [ 25-30 [ 30-35 ] 3B+ ]

Yrs of experience in this Organization

Less than a Year ] lyr ] 2yrs ] 3yrs ] 4 yrs+ ]

1) Have you worked in any other Company prior to joining this Organization?

Yes [] No [

2) Were you informed about the Performance Appraisal model, used in the
Organization, during your induction?

Yes [] No []

3) How do you find the Performance Appraisal Model in this Organization? (Mark all the
relevant options)

Simple [] Complicated ] Objective []
SubjectiveD Efficient ] Inefficient ]

4) In your opinion, does the Performance Appraisal System give a proper assessment of
your contribution to the organization?

Yes ] No ]

5) How often does your Performance assessment match to your expectations?
Never [] Rarely [] Sometimes []
Often [] Every time []

6) According to you, how often should the Performance Review take place?

Once a week [ Once amonth [] Every 3 months []
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Every 6 months [ Once a year []
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7) What is your Satisfaction level with the current Appraisal System?

Very low O Low O Average O

High [ Very High [

8) Which are the areas that should be improved upon? (Mark all the relevant options)
Standards [ Monetary incentives [

Frequency of Appraisal [ Appraiser []

9) How important do you think is Performance Appraisal to your Performance?

Not Important ] Less Important [

Important ] Very Important n

Most Important L

10) Do you think the One on One sessions are effective in ironing out problems
in the work environment?

Yes H No H

11) If you were given an opportunity to rate the transparency of the Appraisal System,
what marks would you give? (On a scale of 1 to 10 with 1 being the lowest and 10
being the highest)

12) Do you feel comfortable discussing any difference of opinion about your
Performance Rating with your appraiser?

Yes [ No [

13) How do you rate the Performance Appraisal System in your Organization? (On a
scale of 1 to 10 with 1 being the lowest and 10 being the highest)

14) Any Suggestions
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