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Managers commit mistakes while evaluating employees and their performance. Biases and judgment errors of
various kinds may spoil the performance appraisal process. Bias here refers to inaccurate distortion of a
measurement. These are:

1. First Impression (primacy effect): Raters form an overall impression about the ratee on the basis of some
particluar characteristics of the ratee identified by them. The identified qualities and features may not provide
adequate base for appraisal.

2. Halo Effect: The individual’s performance is completely appraised on the basis of a perceived positive
quality, feature or trait. In other words this is the tendency to rate a man uniformly high or low in other traits if
he is extra-ordinarily high or low in one particular trait. If a worker has few absences, his supervisor might
give him a high rating in all other areas of work.

3. Horn Effect: The individual’s performance is completely appraised on the basis of a negative quality or
feature perceived. This results in an overall lower rating than may be warranted. “He is not formally dressed
up in the office. He may be casual at work too!”.

4. Excessive Stiffness or Lenience: Depending upon the raters own standards, values and physical and
mental makeup at the time of appraisal, ratees may be rated very strictly or leniently. Some of the managers
are likely to take the line of least resistance and rate people high, whereas others, by nature, believe in the
tyranny of exact assessment, considering more particularly the drawbacks of the individual and thus making
the assessment excessively severe. The leniency error can render a system ineffective. If everyone is to be
rated high, the system has not done anything to differentiate among the employees.

5. Central Tendency: Appraisers rate all employees as average performers. That is, it is an attitude to rate
people as neither high nor low and follow the middle path. For example, a professor, with a view to play it
safe, might give a class grade near the equal to B, regardless of the differences in individual performances.

6. Personal Biases: The way a supervisor feels about each of the individuals working under him - whether he
likes or dislikes them - as a tremendous effect on the rating of their performances. Personal Bias can stem
from various sources as a result of information obtained from colleagues, considerations of faith and thinking,
social and family background and so on.

7. Spillover Effect: The present performance is evaluated much on the basis of past performance. “The person
who was a good performer in distant past is assured to be okay at present also”.

8. Recency Effect: Rating is influenced by the most recent behaviour ignoring the commonly demonstrated
behaviours during the entire appraisal period.

Therefore while appraising performances, all the above biases should be avoidd.
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Communicating Performance Appraisals
Performance appraisals enable superiors to know what their team members are upto, evaluate their performances
and also give them correct feedbacks so that they know where they are lacking and work on their shortcomings.

The term “Performance Appraisal” generally causes anxiety among employees, which definitely should not
be the case. You really do not have to worry about your appraisal if you have worked hard throughout the year.

There is definitely a certain way appraisals need to be communicated among employees. There are organizations
where management tends to create unnecessary hype about performance appraisal. In such a scenario, trust me,
employees think only about their appraisals and find it extremely difficult to concentrate on their routine affairs. The
appraisal process certainly should not disturb your daily schedule.

Let us understand how performance appraisal needs to be communicated among employees.

The rating procedure, appraisal form or any other related information ought to be sent to each and every individual
separately. Do not mark a common mail to everyone. If you do not want to take the pain of sending separate mails to
everyone, create a common login id where each and every individual can register using their passwords and pull out
the appraisal form. The appraisal form generally has information about employee’s designation, grade, level in the
hierarchy, responsibilities and thus must be kept confidential.

Counselling needs to be done on a one on one basis. Address their queries, confusions in private. Remember,
appraisal is a very sensitive subject and should be handled gracefully. Call the employees one by one either in your
cabin or conference room and try to find out if they need any help or guidance. Trust me, if you call them in a group,
they would never open up. It is unethical to discuss one’s performance or salary in public.

Once the appraisals are done, communicating the same to the employees is another big challenge. The increment
letters or appraisal letters should be handed over to the employees either by the functional head or human resource
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team personally.Do not ask your office peon to distribute the letters. Trust me, it is very insulting. You are not doing
any charity. It is their right.

Employee attrition is one of the major problems faced by organizations after performance appraisal .
Employees who work only for money quit after a salary hike to negotiate further with any other organization.
Individuals who do not get satisfactory appraisal in any case get demotivated and look for a change. Any employee
who does not agree to his/her appraisal or feel has not got what he/she deserves needs to be addressed at the
earliest. Sit with the individual concerned and try to make him/her understand as to why he/she has got a certain
rating. Employees cannot always be wrong. If you feel, an employee deserves slightly more than what he has got,
kindly reconsider your decision. Remember, it is always better to give a decent salary hike to talented employees
than losing them. After all, if they leave, you in any case have to spend time and energy searching for a
replacement.

Employees need to be motivated after their appraisals. Congratulate each and every one irrespective of their
salary hike or promotion. Appreciate everyone for being consistent and most importantly loyal towards the
organization. Make sure no one feels left out. Sit with them, give them new realistic targets and guide them as to
how can they work together, come out with more innovative ideas and show better performances in the years to
come.

Performance appraisal should not be the only method to evaluate or acknowledge employee’s performance. Do not
be rude to employees who did not perform well. It is absolutely okay to handhold them and give a second chance.
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