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ABSTRACT

This study examnes the inpact of enpl oyee perfornance
apprai sal on norale and perfornmance of Katsina State Qvil
Servants. The study is no doubt inspired by the fact
that there was a grow ng concern anong the citizens of
the State on the coomtnent of the civil servants to the
over all developnent of the State. The State, being at
its infant stage is very much in need of dedicated civil
servants who will direct its affairs towards a position
that befits the status of a state. One of such areas of
great concern to the Katsina State Governnment and i ndeed
a sizeable proportion of the people of the State is

centered around the coomtnent of civil servants towards

t he devel opnent of the state.

Hence, in an effort to tackle these problens, a
nunber of factors have brought thenselves to bear or have
at one tine or another been put in place to curb the
probl emof an al | eged saying noral e anmongst the state
wor kf or ce.

Wi | e conducting this study, | nunber of issues
that have to do with enpl oyee noral e and productivity

were examned with a viewto comng up with sonething that

could explain the said low noral e anong civil servants.

The area, this study addresses itself to, that is
enpl oyee performance appraisal is an area that nanagenent

of the truismthat scholars have shown so much interest in.
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This is because of the truismthat no organi zation coul d
afford to disregard effective enpl oyee nmanagenent and

devel opment o

The thesis is divided into five chapters. The first
chapter dwells on the background of the study. It presents
a statenment of the problem aimof the study, significance
of the study, hypotheses, scope and limtation of the

study and net hodol ogy.

Chapter two contains literature review and the
theoritical framework. The relevance of literature review

to the study is also presented under the chapter.

The structure and functions of the Katsina State
Gvil Service as well as the evol ution of enpl oyee
perfornmance appraisal and its apparationalization in the

Katsina State GQvil Service are treated under chapter three.

Whi | e chapter four focuses on the presentation of

the data collected for the study and its anal ysis.

In conclusion, chapter five presents concl usion,

summary of najor findings and reconmendati ons.
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SMPLOYES PERFC MANCE APPRAISAL s TTS IMPACT
ON_M(ALE_/AND_ PERFORMANCE

1,7  STATEMENT OF THE ROBLEM:

The subiec 't ma-ter of peformance appraisal 1is a
very wide cne {nat could harl.y D2 completeliy covered
by a stucy of this natuce. The purpose of carrying out
such an exeix'ise. 1s to allew a soperior to evaluate the
performance cf a subordinate with a view to establisﬁing
how well ne has performed on.his ob for the purpose of
correcting shocicomings and encouraging employee by way
of raising his stzndard of perforrance of his official

duties to an acceptabie level of proficiency.

Tt is to be statea here thac in any human grouping,
performance appraisal exlis” and it is always carried'ouﬁ
knowingly or urknowiryly. It is nc. in doubt an
evaluation of the potentirals of an cmpioyee is necCessary
at the time of his emploument and ¢. a regular basis
during the tenure of such an employce. 1n a nutshell,
it is an exercise that i beneficla’' to both employer

and an employec.

It Is mostiy ackncwriedged by VFanagement Scholars
that <he main concesns ¢ a manager are three.

Thev are:

{1} a marager umusti plan.

31, a manager mustc (xeiute; ad

112,  a manages’ must roriew.
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J.P. Parker in an articlg titled "The Management

? Précess" reiterates that the least understood of the
three basic attivities or functions of the manager as
f enumerated.above is raview or appraisal. This appraisai
is focussed on the managers most 1mpnrtant rgsourcse, .~

' people.

N

ess In carrying out this function, a manager
elthar seizes the opportunity to construct a
management organisation soundly concelved and
. ecarried out along practical social and
- motivaticnal principles, or in failing this,
_ creates for himself a work-~force with sagging
»  morale. A realistic appraisal scheme 1s one
: means of helping an organisation and the individ-
ual managers use it to identify the performance
1evels of people and areas that need improving.2

aAccording to Stahl "reward discipline, advancementt

assignment, utilization all depend on evaluation.3 This

underlay the importance of performance appraisal scheme.

The subject matter of performance appraisal has
been defined in several Qafs. One of such definitions
which I view asICOmprehensive enough is the one offered by
. the United States Office of Per{oﬂnel Management., It.

views the concept as follows:- e

Aiiiperiodic written assessment of job performance
measured against responsibilities, gcals and/or
tasks, specific duties assigned and agreed to as

well as identification of strengths and weaknesses
training or development needs.4

" Prom the foregoing, the efficacy of employee . ﬁ&r_

performance appralsal scheme as a continuous and regular
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process of reviewing performance level of employees
tcwafda the overa1l progress of the crganization needs
not be emphasized. So is its role in providing necessary

feedback for improved performance and }ob satigfaction.

At this juncture, it becomes pertiment to say that
the search for a result oriented civil service for a
developing nation like Nigeria cannot be overemphasized.
This cpuld-be explained by the fact that the privatg
sector that plays » *~ading role in the economjicsof the
capitalist countries. The obvious vacuum created by the
absence of a well established private sector called for
the intervention of governments to spur and champion the
cauée of development. As such, the dominant role being
playéd by the civil services in Nigeria and most developing

countries must be understood within this perspective.

In Nigeria, since independence, various reforms were
initiated and executed with a view to properly shaping
the civil services to Carry out successfully the role
for which they were established. These reforms, |
héwever, have to a great extent proved to be ineffective.
Closely related to this, are the various attempts made
aimed at improving the technique used in reporting employee
performance, The ultimate cbjective of these reforms was
to raise the potential of employee by way of helping him
realize to a greater extent his capabilitles while

stirring to achieve the organisational goals. These



4.
attempts which among others has improving the technique
used in reporting employee performance were locked at
as necessary mechanisms needed to be employed to make
the civil services result oriented. This is because with
the attainment of political independence in 1960, the civil
services inherited from the Colonial overlords were
confronted with a more complex role than just maintenance
of law and order. The civil service was expected to play
a much more dominant and challenging role of precviding
the necessary stimulus for development. This must have

necessitated the creation of states.

Katsina State Civil Service as well ahall see in
greater detalls later in this study, came into being on
23rd September, 1987. The immediate problem the new state
was confronted with was the need for obtaining and maint-
aining skilled and unskilled personnel teo man the civil
service. Hence, the new state had to employ a number of
measures to enable it not only obtain such much needed
man-power but also intrcduce some delibrate measures
aimed at retaining such personnel to avoid high staff
turnover. 1t was understood that, for the state to
make any appreciable progress it could not afford to
ignore assessing the effectiveness of its staff w;th a

view to maintaining high standard of morale among them.

Among such measures taken to make the civil
service a result oriented one was the introduction of the

Best Civil Servant of the year competition.
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The objective of the competition as explained by the
Civil Service Commission was "promote or incalcate the
snirit.of healthy competition, reward excellence, and
provide a forum for an objective assessment of the past-
year within the rank and file of the Civil Service."d
Thus, suitable modalities were put in place culminating
in the emergence of the best civil servant of the year in
each Ministry/Department and parastatals. The following
steps were adopted:-

(a) Each Ministr}/Department and parastatals through
their respective Personnel Management Boards will
Beléct its own best civil servant of the year
considering such traits as perfcrmance, initiative,

efficiency etc.

(b) Those Civil Servants who emerge as the best
civil servants from each of the Ministries/
Departments will go a step forward to compete
among themselves for the emergence of the best

civil servant of Katsina State public Service;s

Prices were given to the Zonal and State best civil
servants of the year. The prices according to the
organizers of the competition were to stimulate high
standard of performance of duty by civil servants in the
State. Such was the concern for increased productivity

of the civil service.
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TO butrésé this'éonéern $or a result oriented civil - '
service, during one of the meetings ofla Crisis Managemené‘_
Committee set up by Katsina State Government, It was
resolved that "™™inisteries atteﬁtion‘be drawn on filling of
" APERS {Annpual Performance Evaluation Reports) to Officers
to be very coutious on grading."7 Thus, important asg
employee performance appraisal is to the overall progress of
the organisation. Sometimes it is said not be v;rried out
with the required vigour and objectivity, It is alsc sald to
be married by one or more of these negatiﬁe elements; favour-

itism, ethnicity, socio-political and'religious blases.

Yef, again, empléyeé appfﬁisal is considered as one of .
the most problematic components of personnel management. |
Suffice 1t to say that performance appraisal is shrouded in
problems t_hé{t .a common criterion for reporting employee |
appraisal that could satilsfy the yeafnings of both the
employee and employer is yet to be evolved. All the _
techniques so far evolved have dkawn a number of criticisms
to the extent that to advice any organization on the use of
any oné of them to the detriment of the oﬁhers could be
mis-leading, Hence, a universal approach or method of
reporting employée performancé that commands general
acceptability of both the employee and his employer can be
- said to be one of the banes of personnel management,

the wWerld Over.
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This problem was recognised by Stahl when he states that:

The central problem seem to be two fold: (1)
Finding the ways to appraise and report

9 performance that are meaningful and useful
in their impact on the work to be done.

(2) Finding the way to carry on the ~""inrs 43
and apply its results in full recognization
that the process itself is a prime factor
affecting employee motivation and morale.

The second is the principal object of debate,
inquiry and soul searching. Most managers
(and employees, for that matter) would probably
agree that evaluation should (a) Maintain or
improve performance, not retard it, (b)
Suppert supervisory responsibility for the
ultimate effectiveness of the work performance
and (c¢) assure reasonable equity in human
relaticnship.8

The open reporting system currently in use in the
civil services of the country (introduced in 1976) has
drawn a number of criticisms. Most of these critisms
have got to do with the socio-cultural and political
setting of the country that affect not only the smooth
functioning of the open reporting system but personnel
management and many other related fi~lds of study in the
country. Some of these problems aésociated with the system

are as outlined below:-

(a) vLack of objectivity on the part of the reporting

officers who may have personal interests to serve.



(b) poor knowledge of the rateesand their jobs by

many of the reporting officers.

(c)- Fear of repraisal by some raters in the case

of adverse reports issued on some ratees.

(d) Occasional refusal to sign an adverse report

by the subordinate staff.

(e} 1In difference on the part of some raters who
just steer a middle course in reporting on
ratees -~ thus not much commitment on the part

of raters.

(f) Sole reliance on it for promotion, etc.

perhaps, one may be right to say that it was with
the above alleged limitations of the open reporting
system in mind, that the Presidential Task Force, on
the Implementation of the Civil Service Reforms made

the following recommendations,

(i) The present APER (Annual Performance Evaluation
Report) should be replaced with one which
emphasizes concrete and measurable performance

rating.

(11) A new evaluation scheme be introduced based on
four criteria, suiéably weighted and differentiated

between categories of staff, The four criteria
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are: Actual performance compared with
prescribed performance standards. Character
traits, attendance and punctuality at work
and leadership performance.

(iii) The actual evaluation of an officer will take
form of awarding him marks in respect of the
four criteria based on the weight attached to

each criterion.9

Another major problem in the appraisal system in
the civil services in pafticular that of Katsina State
our major area of concern is that there are no standard
criteria (such as set objectives or standards to be
accomplished) by the employee. That is to say there is
no definite basis on which the performance of employees
will be measured against., This definitely leaves a wide

vacuum in the system.

A basic question of interest to manf observers is
whether Annual Performance Evaluation Report has
effectively worked out as an operationally viable weapon
for enhancing the morale and performance of ¢ivil servants

in the geo-political entity ¢alled Katsina State.

1.2 Aim and Objectives of the Study:

The need for a study of this nature on the subject
matter especially at this material time when a bold
attempt at reforming the civil services is being

implemented cannhot be over emphagized.
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This is moreso, as perfofhance assessed through APER

that formed the bedrock of promotion in the civil service
no longer prevails., 1t has now been combined with other
consideration (such as interview, examination). To that
end, an examination of the system of performance appraisal
and an analysis of its operationalization in the civil
service is a worth while exercise. Moreover, as at the
moment, unless for a limited number of articles that have
appeared in some management journals and the public service
review commissions reports (mainly Udcji and the report

of the presidential Task Force on the 1988 civil service
reforms) hardly any major work is available on employee
appraisal practice in Nigeria. From all available
information, there does not seem to exist a well articu-
lated analysis or compilation on this segment of Personnel

Management in Nigeria.

it is also the aim of this work to either confirm or
debunk the nction that the open reporting system otherwise
known as Annual performance Evaluaticn Report introduced
in 1976 is a contributory factor to the alledgedly
sagging morale and resultant loss of productivity the
Katsina State Civil Service is mostly associated with.
Similarly, the work has cast a serious loock at whether
the appraisal system has served as a devise of encouraging
employees to direct thelr energies towards an efficient
allocation of avallable resources and employee development

in Katsina State.
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Its impact on employee morale and performance has also

been subjected tc a close examination.

To sum up, this study has focussed its attention on
the procedure of employee performance appraisal and has
seen the extent it has satisfied the yearnings of the
empleyee. That is te say it has attempted to answer the
following questions; has the present employee appraisai
scheme in Katsina State contributed towards boosting
employee morale or otherwise? Has it also helped towards
improving employee perforhance or not? These two questions
are cCentral to any soundly conceived and operated
appralsal system as the evaluation itself is meant to
boost employee morale towards greater productivity and

not to dumpen it.

-

Finally, it is thé aim of this study to provide an
impetus for further research in the subject matter of
performance appraisal in the Katsina State Civil Service
and elsewhere, It is worth nothing that important as it
is to any human grouping, the civil sefvice must be
informed of the strengths and weaknesses of the appraisal
system with a view to taking apprOpriéte action - such as
reforming.the format or if found wanting changing it with
a new one, since a scund appraisal system is very vital

<

for effective management and employee development.
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1.3 Significance of the Study:

The significance of this study is that both
employer and employees especially in the Katsina State
Civil Service, the present and future students of
personnel management and general readers will benefit
from the modest attempt at intimating them with the

result of this research endevour.

It is hoped that what is presented as the outcome
of this modest but complex endevour will serve as a
catalyst for further research that will go a step
further to strengthen the employee appraisal scheme for
a corresponding improvement in employee morale and

performance.

The analysis of data presented here, therefore,
seeks to provide not merely details of existing practices
but also to go further in intimating anyone that may have
the time to go through this work which is a brief but

concise product of an emperical undertaking.

It is equally hoped that this study will contribute
in making the system more meaningful and, therefore,
result coriented. .This is born out of the truism that
Katsina State being one of the newest states of the
Federation and in a dare need of competent hands to
champion the mantle of leadership to achieve greater
heights. A study of this nature on a state faced with the

aforementioned problems is no doubt desirable.
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1.4 Hypotheses:

The following hypotheses were used as a guide to

the study. They are:-

1. Katsina State Civil Servants are dissatisfied with

the employee appraisal scheme.

2. As a consequence of hypothesis 1 above, employee
performance appraisal has not been able to serve

as a catalyst for improved performance.

1.5 Scope and Limitation:

The study, as suggested by the title is not confined

to the Katsina State Civil Service. As we have earlier

on noted, the subject matter of employee performance

appraisal is very wide as such the study is iimited to

the impact of Annual Performance Evaluation Report (open

reporting system) on the morale and performance of employees
¢ 1drawing our sample from some selected Ministries/Departﬁents

of the Katsina State Civil Service. The limitation of the

study to the impact of the appraisal system con the morale

and performance of civil servants in ‘Katsina State is

necessitated by a consideration of time and resources.

The study is as well limited to the period 1987 to 1990.

The justification for the checice of this period of three

years is to enable the researcher have access to files of

staff that form the sample for the study.
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It is felt that widening of the period would create
unnecessary delay as some of the staff in the service then
might have now left the service for one reascn or ancther
and access to their files may constitute a big problem.
This also mean that the periocd when the confidential
reporting system was in use in civil service of Nigeria

is not covered by the study.

1.6 Research Design and Methodology:

Having identified the problem, it is now essential
or even necessary to sketch out how the study was conducted,
This, therefore, leads us to the issue of the research
design and methodology. This will involve identification
of the procedure for data collection, statiétical analysis

and reporting of data as well as a complete framewcrke.

As the title of this study suggest, the Katsina
State Civil Service constitutes population for the study.
The independant variable is the ‘employee performance
appraisal better known in the Nigerian Civil Service as
the Open Reporting System or the Annual Performance
Evaluation Reporti(APER). The effect of the independant
variable (employee performance appraisal) on the
dependant variables (morale and performance) were subjected
to empirical study. 1In deing this, care was taken to
control all other factors that can directly or indirectly

affect employee morale and satisfaction.



15.
In executing the study, the following techniques

of data collection were employed. They arei-

1. Questionaire, ) - Primary data

2. 1Interviews, and }
3. Content analysis, ) - Secondary data.

These data collection techniques were were used to
enable the researcher have a wide and adequate coverage of
the population studied. Questionaires were distributed to
some selected Ministries/Departments; in doing so, the
researcher used his prior knowledge in identifying the
Ministries/Departments studied. 1In other words, quota
sampling was used; Quota sampling is of course a method
of stratified sampling in which the selection within each
strata is non-randoﬁ. Interviews were as well used: They
were conducted with scme selected officials who by nature
of thelr jobs have some knowledge of the conduct of the
appraisal scheme that proved toc be very vital for the
study. This was equally used in obtaining information
from semi-literate and illiterate staff. This became
necessary as this category of employees will not be able
to grassp cor even read and properly understand the contents
of a questionaire. Content analysis was done so as to
enable the researcher have scome insight into documented
employee appraisals in the files and what they have been'
used of. That is to say whether they have been used for
employee promotion or any other personnel matter or

simply kept in the file for the filling sake.
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The iafer data Coiié¢£idﬁ techhiques (that is interview and
. coﬁtent analysis) enabled the researcher to straighten
certain issues which would not have been adequately taken
‘care of by the questiocnaire. This is mo;eso as there are
questions that may not be morally right to be asked using-

guestionaire.

»

1.7 plan of the'ThesiS:

The study is breoadly divided into five chapters.
The first chapter which constitutes the introductory part
of the work comprises of the following; Statement of the
problem, aim of the study, significance of the study,
hypotheses, scope and limitation of the study and |

methodology. - o f ) S o

Chapter two is devoted to literature review and
theoritical frgmework. This chapter presents a synthesis.
of the major studies carried out on the subject matter.
The relevance of the literéture review is alsc outlined.,
It is also under this chapter that thecritical framework

is treated.

' The structure and functions of the Katsina State
Civil Service as well as the evolution of employee
performance appraisal séheme and jits operationalization
in the civil service of Katsina State is presented unéer

chapter three.
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Chapter four is solely devoted to presentation of
the data collected for the study and shows the analysis

and interpretation of the said data.

Finally, chapter five presents conclusion,

summary of major findings and recommendations.
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CHAPTER 11

LITERATURE REVIEW AND THEORITICAL FRAMEWORK

2.1 Literature Review:

Having provided this backgfound informaticn on the
basic issues for this study and for a better understanding
of the institutional arrangements involved and at the same
time enhancing our knowledge of the employee performance
appraisal scheme, the world over, it will be useful if a
review of the existing literature on the subdiscipline is
made. We have already noted that employee performance
appraisal in Nigeria has not attracted much scholarly
interest from many quarters. We must, however, confess
that the subject matter is very wide and has attracted a
lot of literature written mostly by.AmeriCan and Eurcpean
schelars. As such, we shall contend ourselves with only
the issues that are of immediate concern to this study.
This will enable us have a grasp of the major works on the

subject matter.

As we have said earlier, an appraisal of the
employee is undoubtedly necessary at the time of his
employment., However; an appraisal on continuing.basis
during the working life of such an employee is also
desirable and useful. Employee performance evaluation is
constantly being done although a times at an unconcious
level. Employees evaluate superiors, fellow colleagues

and subordinates. What is needed (in all corganisations
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and inrespective of their sizes and mode of ownership) is
to generate proper control and formal procedure for
evaluating employee performance. Appraisal systems
especially .when properly formulated can be very vital

for effective management and for employee developmente.

Stahl assets that;

No crganization can escape making judgements
about the behaviocur and effectiveness of
members of its staff. Assignment, advancement,
reward, discipline utilization and motivation
all depend ultimately on such judgements,
whether they are simply implicit in the
decisions and actions of management.1

Beach on his part perceives performance appraisal
as a "systematic evaluation of the individual with
respect to his performance on the job and his potential

for_develo;:ment."2

Ubeku notes the principles of performance appraisal

as follows:
It should be focused on the performance of
the employee on the job and not the employee
himself. What should matter is results, what
he is paid. Where personality is involved -
cheese conly aspects that affect his elther
achlieving or not achieving his results. It
is a means of developing the employee on the
job. Consequently, appraisal should be
approached with the intention of strengthening
strong points and enabling the employee improve
on the weak ones. Avoid personal prejudice ...
(it) breeds unhealthy atmosphere and distrust
creeps in.3

- Closely related to the principles of performance

appraisal is its philosophy which Baylie et al aasert it
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should be based on the philcosophy cof the particular
organization. For example, if an organization or
enterprise is highly structured and authoritarian - a
lossely structured and participative appraisal system
would fail.. However, if the organization allows free
participation of staff in its pcliey making, the "open

door" approach would be more successful.4

According to Beatty research findings reveal that
the most effective programmes allow participation in the
development of the performance appraisal criteria and
provide for feedback rating to ratees. This participative
apprach helps in gaining ratee commitment to the goals
of the programme and help the employer to know the ratee

problems.5

wparticipation also would communicate desired
levels of performance, just what has to be done to receive

a good performance appraisal from raters".6

A similar view to the above is that cited by Wraith
of the British Servive Department, whereby the appraisee
is allowed to participate, to the extent of even job
des~ription. Where a common agreement is secured, then a
joint statement is signed to that effect. Example from
British post office, British Gas and British Airways
indicate that the "open door" approach both in setting the
joals and Jjob description has ylelded result generally on
he overall performance appraisal exercise.? Furthermore,
Lilagbe notes-that the—fundamental banes of modern
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appraisal method are:

(a)

(b)

(p)

Performance oreintation
Focus on goals or objectives (result)
Mutual setting of goals by the superior; and

subordinate officers.a

A summary of the objectives and uses of performance

appraisal from Ugiagbe, Wraith and Baylie et al respectively

are as- follows:

p
2.
3.
4.

It satisfies the allocation of avallable
resources in a dynamic systeme

It is a process by which employees are rewarded.
1t gives employees feedback about thelr work.

It tends to establish falr relationship among
various persons in a working evironment.

1t aids the process of coaching and councelling
of the subordinate by his senior officer.9

It helps to reduce employee greievances, when
information is éupplied during grievance

interviéws.

It helps to achieve progress and improvement
following a fair review of past performance and
agreement on future objectives.

it helps in assessing training needs and bring
about individual and gréup deve10pment.10

To identify employees for layoff or recall.
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10. To determine the need for disciplinary action.*'®

These may not be the only objectives and functions
of performance appraisal, however, they seem to be the
major ones. Thus, performance appraisal serves
administrative purpose, performance improvement and

research for future development and training.

The guesticn of when to evaluate staff depends on
the type of organization and the cadre of staff. However,
the general view from the literature is that newly
employedlstaff are likely to be more frequently assessed
than experienced and long serving staff. Most employers
find it convenient to appraise their staff annually. 1In
the Nigerian public service, perfcrmance appraisal for

confirmed employees is done pnce in a year.

Stahl asserts that, it is better to focus
performance appraisal on specific events instead of
waiting for the calender year. He gives the following
examples: '"When new hands are employed, when there is
a re-organization, when technolegy has changed, and when
there is an annual performance either excellent or too
pcx)r.‘..".12

It has been generally accepted that it is fhe ratee's
actual performance on the job, and nct himself, that should

be appraised. This sounds leogical, but the traditional

rating systems give more emphasis on personal traits.
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and characteristics of employees rather than the actual
performance on the job during the pericd under review.
More attention was therefore placed on integrity,
initiative, dependability and the 1like. However, in the
new trend, there is a shift from the perscnal trait to
the actual performance. Stahl notes that "the alternative..
«ssNowadays, is...actual and concrete... behaviour on the
job without trying to translate this into a picture of the
employee's personality... This approach is... consistent
with the Concept of management by objective (MBO) wherein
evaluation is concentrated on results, not just on

13

technigue", Thus, appraisal must be based on the ratee's

actual work, on the gquality and quantity of his production.

There are many metheds of evaluating employee
performance. The choice of any one of them depends on
what the emplcyer intends to achieve. Stahl records them

as follows:

1. Production Records - This is said to be suitable
for evaluating typists, file‘C1erks, voucher

auditors, claims examiners and machine operators.

2. Man to man comparison -~ This started during the
first world war by the armed forces. 1Its fault
is that it concentrated on traits other than

tasks.

3. Rating Schedules: This consist of listed

factors on which judgements are to be made and a



scale of numerical or other degrees to apply to

such factorse.

Graphic Rating Scales - This came about in an
effort to standardize the rating schedule and
reduce its inconsistenies. It consists of a
list of traits or function to be rated, arrived
at by analysis of factors leading tc success or
failure on the jobk. 1t alsc has descriptive
phrases denoting the several degree to which
strong or weak evidence of the factor's presence
in an employeets performance is noted. The one
fault here is that the stamp of scientific
method 1s being placed on essentlally subjective

judgement,

Critical incident method -« This is to record
both effective and ineffective incidents in the
employee's performance which is meore typical of

the individual's total behaviour.

Narrative Reports - This is dcne following
guidelines., It permits flat statements of
facts. The problem here is that, such reports
canhot be easily compared to others. However,
it could be most useful in future placement and
in developing mutual understanding between

supervisor and subordinate.

Coachlng appraisals - A continual exploration

will be useful for fostering mutual understanding

25.



between the rater and the ratee.14

In addition to the above, Daver records MBO as one
of the methods. Here, the employee, in conjunction with
the rater set the goal or standard and poth arrive at a
consensus as to what should be appraised. This is mostly

done in respect of senior staff than with junior staff.15

From the literature, it is clearly established that
most research findings have found that the most efficient
appraisal programme allows for appralsee direct
participation in the formalation of the criteria to be
used in assessing his/her performance. This participation
gives the employee a sense of participation and recognition.
It, therefore, helps in gaining employee commitment to the
objective of the appraisal scheme and as well give him an

insight into the supervisor's problems.

The supervisors assigned with the task of appraising
the performance of their subordinates are no doubt faced
with a difficult task. This is because they are exﬁected
not only to observe but also recall the past performance
of such subordinates. In so doing, they are (in most
performance appraisal programmes) expected to complete
complex forms as objectively as possible,; thereby avoiding
personal biases and prejudices. They are also expected to
justify their ratings to the employee those performance

is being appraised. Beatty and Schneir suggest as follows:
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Because performance must be observed over a
long period of time (i.e. six months) in a

P.A. Programme, good raters often make
anectatal reccrds of performance, beigg

careful to includes positive and negative
incidents. Severak raters can be used to get

a more complete opinion of performance.
Possible raters include the job incumbent,
peers, surbordinates, supervisors one or two
levels above the ratee and persons external to
the organization brought in to rate performance
as long as potential raters have direct
knowledge about a ratee's performance, they may
be useful.16

Most supervisors are apprehensive about evaluating
the performance of their surbodinates especially on face
to face basis. 1In most cases, this apathy can be
attributed tc the criteria against which supervisors are
required to evaluate the performance of their surbodinates.
However, going through the Iiteratﬁre, modern management
scholars relate the degree of openness of an appraisal
scheme to the degree to which they want to emphasize
contrel as against pérformance or results - orientation.
It is almost generally acknowledged that the moreJOpen
the appraisal system, the more result oriented is the
system. It is said that openness allows feedback to both
the appraiser and the appraisee which can ultimately lead

to corrective action.

It must be emphasized that one of the most difficult
problems in a P.A. Programme is justifying an assessment
of performance by a supervisor to a surbodinate. Informing

surbodinates how they are doing when they are performing
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below expectation. Communicating this poor performance
mis still a difficult and anxiety producing process for
most raters and ratees. However, ratees want know where
they stand and what they must do to improve their

performance, Thus feed back is vital to them."17

Appraisal interview should be a kind of dialogue
between the appraiseer and the appraisee. The person to
be interviewed should have early notice and be reassured
of the purpose of the interview. He should be requested
to give a serious consideration of his own performance
over the period to be reviewed, taking into consideration
factors that had been present in either case.. The
appraiser should as well prepare himself by studying the
employeet's job description and agreed standards of

performance.

In these meetings, the appralsee must endeavour to.
put the emplcyee at ease. The setting should be as
informal a; possible. He should acknowledge good work
and show him where he could improve., The benefit of
performance evaluation could be greatly enhanced by

skillfully managed appraisal interview.

The appraisal interview is an important part of
the appraisal process. A foremost decision to be taken
by the supervising officer while conducting the appraisal

interview is whether to be participativ e or directive.
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In any interview, it is required that the interviewer

should adopt the participative style. This allows the
surbodinate to critique his/her own performance and even

of fer suggestions improvement and developmeq$@ Thus,

the supervisor acts as councellor and adviser. This does
noﬁ, however, means that the supervisor cannot disagree with
the surbodinate, 1In general, the participative technique
has proved more effective than the directive technique in

increasing the employee's motivation and improved performance,

Luthens SUggested some general guidelines that can
help superviscrs conduct an appraisal interview, Briefly
these are:=-

1. Listening - One of the primary purposes of the
interview is to determine methods of increasing
employee performance, Both the supervisor and
the employee have ideas that must be exchanged
if this goal is to be accomplished. Therefore,
the employees must be given the opportunity to
communicate. This ensure that the employees are

not inhibited from contributing.

2. Maintaining an open mind = Although the supervisor
will have prepared back up date, final judgement
regarding performance should be reserved until the

employee has had the opportunity to provide imput,
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3. Being prepared for feedback - Since the supervisor
plays a crucial rcle in helping the employée to
achieve objectives, it is entirely possible that
the supervisor may be identified as é roadblock to
achievement, The supervisor must recognise and
prepare for this possibility. If Ehe interference
is cbvicus, it should be pin-pointed in terms of
specific incidents so that action to relieve the

prcblem may be planned.18

In needs toc be noted that whenever one individual
evaluates the performance of another, thére are scme
problems and biases that may crop upe These problems will
be briefly outlined and discussed below, Supervisors must

be extremely careful to avoid these problems.

A number of problems are associated with performance
appraisal, The rater frequently oper;tes under pressure
when appraising his surbodinates, Beatty and Schneir
identify the common pit-fails. They note that nBeside
Jthe difficult nature of judging okhers in general, some
particular problems in the pewformance appraisal process
can lessen its effectiveneﬁs...s.. Raters may rate all,
too high (leniency error or vice versa) or many not,
discriminate sufficiently across ratees,.....giving

everyone similar rating (halo affect). They may base
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their rating on one aspect of performarce rathered than
all the aspects performance separately. For example,
because a ratee is often tardy, he is rated low, even if
his performance at work is gooé". Beétty and Schneler
recommend that the first step in sclving the above problem
is a thorough job analysis. The critical elements of
performance to be rated must be identified, It is only
them that useful rating or evaluation of staff could be

made.ig

Luthers and Matinks further list "Recency Errors,
primary errors, Jjob Errors and stereotyping" as other
problems associated with rating employees, 1In the recency
errors, rater base his ratings of the surbodinate on the
mcst recent performance rather than the overall period
under review. Primary of errors is the opposite of the
above. While in the job errors, the focus is on job rather
than the ability to perform that jobe. Stereotyping, like
the "halo effects" this cone is the result of a particular
trait or characteristic.  The results are usually negative
for the employee. The category on which the rating is

based may be age or body build.20

To eliminate both primary or recency errors in
ratings, Luthens and Matinks suggest a thorough review
of records and files to avoid being unduely influenced

by either most recent or only past events.21
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Another problem could be lack of general agreement
between the superior and the ratees. The disagreement
usually arises from 1ack of organisational policy as regards
notifying tﬁe ratee of his unsatisfactory performance early
enough, When there is a short-coming noticed in the ratee's.
performance and he i1s notified immediately, the chance are

that he may improvee.

The superviscrs charged with the task of evaluation
of surbodinates performance have extra responsibilities,
Furthermore, they are required to justfly thelr ratings
of the surbodinates to the counter-signing, officers.
This burden can be minimized by haﬁing them trained in the
particular format being used in the organisation. This would

help in reducing the biases and errors by the supervisors.

The subject matter of performance evaluation, és we
have already observed, has been extensiﬁely researched into
by management scholars and practitioners as well in the
developed and even scme countries in the developing world,
There is encugh literature on the subject matter to guide

anybody that wishes to undertake a study in the subdiscipline,

'Ih Nigeria, however, as we have already noted
elsewhere in this chapter, not much interest has been

shown cn the subject matter by management practitioners
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and academicians. For instance, the only study undertaken
on the sub=discipline in this University is the ocne
undertaken by B.,A. Dauda titled "employee perceptions
" of performance Appraisal Exercise in Nigeria Civil Service:

P
2 The researcher

Focus on Sokoto State Civil Service".
made a gocd attempt at lodking at some of the most
important aspects of the sub-discipline but fail short

of coming up with anything tangeable on how to improve on
the existing format of reporting employee performace,

What he did was to concentrate on outlining the schedule of
duties of Administrative and Executive Officers, Bearing
in mind the fact that the two c adres have been virtually
abolished by the 1988 civil service reforms, the impcrtance

of such a study can be said tc have almost gone with the old

dispensation,

Yet, another study on the sub-discipline was conducted
by a group of students of Advanced Management Training Course
(AMTC)« This study, was more-cor-less a mere narration of
the-format being used by the Nigerian Tobacco Company (NTC),
Zaria to report the performance of their workers. 1In short,

the study is devoid of any empiricism,

2.2 Thecoretical Framework

It is the central focus of this study to determine
whether the employee performance appraisal scheme currently

in use in_the civil services of N lgeria knowh as the Annual
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perfcecrmance Evaluation Report or the open Reporting
system ensures a bocost in employece morale in the Katsina
State Civil Service. It is our assumption here that if
a falr employee appraisal scheme is evolved, it will
ensure that emplcyee objectives are integrated with the
ocbjectives of the organisation. It will equally ensure
that employees performances are evaluated on the basis of
their accomplishments. This will subsequently ensure that
employees are rewarded (i.e. promoted) on the basis of their
performance as opposed to some other negative factcors,
If the above is ensured, the organisation is likely to have
A satisfactory and satisfied work force. It is ones contention
that if employees have high morale, they will dedicate
themselves tc the objectives of the organisation, Employeces
with low morale cannot put in their best for the accomplishment

of the organisational objective.

A number of management scholars- {behavioural
scientists) have written on the subjeét matter of motivation.
For instance; Hertzergt's findings (1968) su ggest that both
thygienet and tmotivatort factors meet employees needsy but
that it is the "motivators® which provide incentives that

lead to high levels of perfbrmance.23

Abraham Maslow (1954)
on the other hand, profounded what he calls the hierarchy
of needs which should be satisfied to chfgure workers commite

ment to the organisational goalss2?
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Yet again, Douglas McGregor (1960) advecated what he

calls "A theory of Management ccncepts" appears to share

the views expressed above. He as such, suggests that

managers in an organizations should concentrate their

efforts towards integrating the emplcyee's and organizationt's

goals in order to motivate their workers.?>
In pursuding the study, we are guided by a popular

management technique generally referred to as Management

By Objectives (MBO) profounded by peter Druckers a renowned

management scholar. MBO requires a clear definition of the

goals expected to be achieved by the employee as well as

on evaluation of the actual achievement and non-achievement

of such goals by the employee. The expected goal and actual

achievement will be compared,

Management By Objectives was popularised in the early
1950s and 1960s. The emphasis on MBO was concentrated on
its benefits in the area of performance appraisal. It brought
about for the first time a shift from the convensional evalu-
ation system which focusses on trait ratings which were then
seen as being unfair and incapable of motivating employees to
put in their best for overall organizational objectives.
With the evaluation of MBO, the convensional appraisal
scheme was seen as days functional as it tended to evaluate

an employee on how he approaches his job rather than on result
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achieved.

Management by objectives as it relates to MBO involves
Individual employee assigned those things he is expected
to accomplish, in other words the objectives. Such
predetermined cbjectives are reviewed with the supertors
for formal approval. This approach is considered as fairer
than the convensional cne. This is what is commonly referred
to as result criented appraisal. This is because an employee
is given a few weeks tc come up with his objectives and have
them okeyed by his supervisor. At the end of the year, the
predetermined objectives are resurrected for appraisal
purpcses. It, therefore, gives more importance to achievements

rather than approach,
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THE STRUCTURE, FUNCTIONS_.AND EVOLUATION OF
KATSINA STATE CIVIL SE E

3.1. Background of Study

The geo=political entity today known as Nigeria
is essentially a British creation. 1t came into being in
1914 as a result of the 'Amalgamation! of British Northern
and Scuthern protectorates. Likewise, the Nigerian Civil
Service, which had its crigin to the administrative
machinery established by the same colonialists to facilitate
the *plundering' of the riches of this country., Thus, the
British, in order to maintain law and order for the
prosecution of her expleoitative machinations, established
a relatively small cclonial service largerly manned by its
nationals charged with the responsibility of collection of
taxes and carrying cut scme simple administrative role.
In this wise, the civil service, during the cclonial periocd
was meant to serve British imperial interest of exploiting

the human and ndtural resources of Nigeria,

However, since 1960 when Nigeria gained pclitical
independence, the civil service has rapidly developed into
a vast and complex organisation geared towards
accomplishing the tideus task of serving as an institution
charged with the responsibility of championing overall

national development. Whether it has successfully
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accomplished this task or not is cutside the scope of this
study,

The administrative area referred to as Katsina
State came intoc being on 23rd September, 1987. It is an
amalgamation of what was hitherto known as Katsina and
paura Emirates (otherwisx known as Katsina province)., It
is one of the twenty one states that form the Federatien

e

of Nigeria. The state has twenty local Government Areas
forming the base governments with an estimated populaticn
of 4,718 million pecople (1988), It has the following
states as it neighbours, Sckott State in the West, Kanc
“tate in the East, Kaduna State in the South and Republic
of Niger in the Nerth. The weather varies accerding to
the sene-~ of the year, However, generally the weather

=.7. in the morning, humid in the afterncon, cocl again
in the evening. 1t is geographic ally located thus latitude
- neles 119 07+ 49w and 03e & 9° o+ 40®, Furthermore,
. .'w2en November and January, the harmattan lcwers temperatures. .

I winds are dry between Decémber, and i\}:}rila..’1

W th the creation of Katsina State on 23rd September,
1987. th2 rudiments of what is now khown as Kaisina State
** forvice came into being, After about three years, the
st~%c civil service has metamorphosed into a well established
mraaveratic structure which is playing a leading role in

"h2 harculian task of buildihg the state so as to take a



pride of a place in the comity of states,

3.2. The Structure of Katsina State Civil Service

Under this topic, we shall consider the structure of
the Katsina State Civil Service before and after the 1988
civil service reforms. This is necessary because the twe
pericds are characterised by different crientations that

need to be highlighted in a study of this nature.

It is to be noted that no crganisation could stand

the test of time without a structure as chacs and confusion
are likely to set in, for example, without a well established
structure employees in an organisation will not be able to
grasp the tasks they were hired to handle. In the same vein,
lines of responsibility will not be clearly demarcated, like=
wise achievement, 1In a nut shell, activities in the
organisation will be hindered, Drucker explains this in the

following wordst

Above ally, we have learned the danger of the
wrong organisation structure. The best
structure will not guarantee results and
performance. But the wrong structure is a
guarantee of non-performances All it produces
are friction and frustration. The wrong
organisation puts the spotlight on the wrong
issues, agqqgravates irrelevant disputes, and
makes a mountain out of trivia. It accents
weaknesses and defects instead of strengths,
The right organisaticn structure is thus a
pre-requisite of performance.2

It is generally ackncwledged by management scholars
that certain well established principles of structuring

in an organisation exist. We shall, here, consider the
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ones from the work of Koontz and O'Donnell.

l.

2.

5.

6e

An organisation structure is effective if it
facilitates the contributicn of individuals te the

attainment of enterprise objective,

A clearly defined objective is the essential

fcundation of any organisation:
The results expected from the managert's
job must be clearly defined before the objectives
can be passed on to subordinates.

Organisation structure should focus first, not on all

the activities, but cn the key activiti€S........the

make or break items:

- In what area is excellence required?

- In what area will lack of performance endanger
results?

- What values are truely important?

An organisation is efficient if it 1is structured to
aid in the accomplishment of enterprise cobjectives

with the minimum of unsought consequences or costs,

There is a limit in each managerial position to the
number of persons’an individual can effectively manage.
The exact number will vary in accordance with the
underlying variables and their impact on the time

requirements effective managing.

There is an optimum arrangement of people to accomplish
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any given cbjcctive,
7. The clearer the line of authoritv from the top manager
in an enterprise tc every subordinate position, the

more effective will be decision making and communicaticn

in the crganisation.

8. Authority is the degree of right, power, and freedom
to take actions necessary to carry cut responsibilities

and achieve results:

Line auvthority is the power to:
2hat
*po¢lde
"Dlrect
*Srend
staff authorlty is the power toc:
*Investigate
sudit
*Necomrend

*2rovide Service.

9. authority delecated to an individual manager shculd
be ~dequate tc 2nsure his ability tc complish results
expected of him,. The res~~nrihility fcr actlions cannot
he greater than implied bv *the authority delegated,

nor should ¢+ be lass,

10. The more completa the reporting relaticnship of an
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individual to a single superior, the less chance there

is of confusion over roles and responsibilities and the

greater is the degree of persconal commitment to the

achievement of results.

11.

12,

13,

14.

The accountability of the subordinate to his superior
for performance is absclute and no superior can escape
accountability for the work performance of his

subordinate,.

It is impértant to define, in the most precisely
measurable way possible, the nature of the contribution
expected from staff, not in terms of activities or
programmes, but in terms relating to the contribution
to the end result. This is the essence of results

focussed position structuring,

The efficiency and effectiveness of an organisation
structure are determined by the extent to which it
reflects classification of the tasks or activities

to attain goals and assists in their coordination,
and the extent tc which roles are.designed to fit the
capabilitics and motivations of people avallable to
fill them.

The number of functional levels in the organisation

must be kept to a minimum.3

The Katsina State Civil Service, which as we have

already highlighted elsewhere in this chapter was part of
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Kaduna state Civil Service and indeed the Nigerian Civil
Service. It, therefcre, owes its origin to British
Celenial domination. The colonial bureaucracy was mainly
concerned with the maintenance of law and order to ensure
a smooth exploitation of the colonised nations. The
administration was highly rigid and hierarchical in its
structure., Rules and Requlations a examplified by the
formulation of t'General Orders' which were strictly
followed, 1Initially, the administrative machinery was
centralised. It was in the later years, mainly with the
introduction of the Macpherson Constitution that gave rise
to regions and regional governments that the regional civil
services came into being. It is these regiocnal, services
that metarmophosed into what is today known as the state
civil services. Tocday we have twenty cne state civil~

services and the Federal Civil Service.

Havingenumerated these, there is £he need for us to
highlight the essential features of the Katsina State Civil
service before the promulgation of decree 43 of 1988 that
gave éise to the 1988 civil service reforms,

(i) The organisational structure of Ministries was

hierarchical with the permanent secretary at the
top. He is not only the Chief Executive but also

the Accounting Officer,

(ii) All powers and authority were concentrated in the

hands of the permanent Secretary and not the
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Commissioner.

(iii)

(iv)

(v)

(vi)

(vii)

The Commissioner was only the political head of

the Ministry with more or less ceremonial functions.

Scme cadres (mainly auxiliary) Qere pooled and

staff belonging to such cadres were posted from one
Ministry to another as the exisgency of the situation
demands. Such cadres are Administrative, Executive,
Accounting, Stores, Personal Assistant and Secretarial -

Staff.

The over bearing influence of the Administrative
Of ficer cadre which was mainly meant to support the
line managers and not to inhabit or hinder their

functions.

The state civil service commission was the body

that was solely responsible for the recruitment,
promotion and discipline of staff from G1.06 and
above. While cases of staff on Gl.01 to 05 were

delegated to the Ministries/Departments.

There was an open conflict between the Administrative
Officers and the professional officers. The
situation was somewhat choatic and it in most cases
affected the productivity of the civil servant. So
there was role conflict between the Chief

Executive who is also the Accounting_OffiCer, the

Permanent Secretary and the pclitical Head being
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Commissicners

Commissioner,

(viii) civil Servants by law were completely insulated
from politics. They could, therefore, gerve any
Government that comes into power impartially,

This was the general assumption although in practice

it was not sn.4
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Above was the nature and organisation of the Katsina
State Civil Service which is a sub-unit of the Public
Service. It is made up of employees otherwise known as
servant of the state. The public service is sub-divided

into Ministries, extra-Ministerial Department and parastatals.

We shall now site examples of some selected
Ministries showing the variocus units that existed in
them before the 1988 reform. This will enable us compare
and contrast with what now prevail in the ministries with

the implementation of the reforms,
Ministry of Agriculture and Natural Resources:-

-~ Administrative Divisilon
-~ Agricultural Division
~ Co=-operative Division
~ Produce Division

-~ Home Economics Division
~ Irrigation Division

~ Agricultural Engineering Division
Ministry of Finance:

-~ Administration Division
~ Stores Division
~ Revenue Division

-~ Treasury Division.
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Ministry of Health:
= Administration Division
- Pharmacy Division
- Enfironmental-Health/EpidemiDIOgy Division
=~ "Wotks Division
- Planning and Training Division
- Community Health Division

-~ Maternal and Child Health Services Division
Ministry of Social Development, Youth and Sports:

~ Administrative Division
- Rehabilitati;n Division
- Youth Division
-~ Women Division

- Sports Division
Ministry of Works and Transport:

- Administrative Division

= Building DPivisicn

-~ Electrical and Mechanical Division
= Civil Engineering Division

-~ Road Traffic Division
Ministry of Commerce and Industry:

- Administrative Divisicn
- _ Commerce Division

- Indugtry Division
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Ministry of Information, Culture and Home Affairs:

- Administrative Division

- Information Pivisicn

- Fire Services Division

- Tourism Department

- Library Division

- Cultural pivision

- Theatre Arts Department

- Research and publication Department

- Commercial Department,
Katsina State Water Board:

- Projects Department
- Operations Department
- Commercial Department

- Rufal Water Supply Department,

The enactment cof decree 43 of 1988 ushered in the
1988 civil service reforms. The decree brought about far
reaching and fundamental changes wWhich were the most
comprehensive reforms ever witnessed by the Nigerian Civil
Service., It is indeed a near break away from the rigidities

of the past,

According to Oshionebo, the reforms hope to build
a civil service which among others, ensures:

(1) The attainment of Government cbjectives and aims;
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(ii) An efficient and expeditious administration

of Government business;

(iii) Greater dynamism and responsiveness to the

developmental needs of the nationj and

(iv) proper crientation of the civil servant whose
focus should be the achievement of results
rather than obsession with precedents and

proCeduresos

To ensure that the above objectives were achieved, a
number of provisions were made in the decree that almost
completely changed the civil service at least structurally.
For instance, the Commissicner who used to be the political
Head of the Ministry is now the Chief Executive and
Accounting Officer of. his Ministry. He now manages the
men, money and materials of the ministry so as to achieve
the desired results. He is, however, to delegate a
substantial part of his power to the Director Geﬁeral

who is now his Deputy.

In the same vein, the Permanent Secretary has now
been made a.political appointee like the Commissioner,
His tenure is to end with the administration that appoints
him unless the incoming administration decldes to retain
him. He is now to be called Director General thereby

putting an end to the era of super permanent secretary,
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Géing by the above structure, one could easily see
that the civil service had witnessed certain fundamental
and far reachihq s tructural changes. The changes are

mainly in the form of ;=

(a) Staff structure
(b) Horizontal structure

(¢) vertical structure.

With reference to staff structure, civil service has
now been professicnalised, Each inil servant is now to
bear a functional title and will make his career in a |
ministry of his choices T his means that the pooling
system that pervaded the old system has now been abolished.
Three basic staff categories have now beeh introduced,

T hey arey Director category (Gl.15 - 17), Officer category
(G1.08 = 14) and finally Assistant category (Gl.01 - 13),
Thé first consists of full professional with general
management respoﬁsibilities, the second is made up of full

professional and the last of sub«professional.

The horizontal structure of the reformed Ministry
is such that three common management departments have been
created., The departmats are to assist the Commissioner
manage the resources of the Ministry in the most economical,
efficient and effective manner. It is, however, to be added
that their role is to complement the activities of the other
'operatﬁonsi departments whose main focus are the line

functions.
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T he vertical structure of the Ministry has also been
streamlined to ensure uniformity in the whole service,
Under this arrangement Department is to be headed by a
Director, Division by a Deputy Director, Branch by an

Assistant Director and Section by a Chief.

Katsina State, in an attempt to implement the above
structure issued a circular titled 'Implementation of Civil
Service Reforms in Katsina State'. It approved the following
structure for Ministries, Departments and parastatals.

We shall here consider the structure of only some selected

establishments.

Ministry of Agricultural and Natural Resources:

- Personnel Managﬂment Department

- Finance and Supplies Department

- Planning, Research and Statistics Department

- Agriculturai Engineering and Irrigation Services
Department

- Forestry Department

- Veterinary and Livestock Services Department

- Agricultural, Pest Control and Co-operative Department

Ministry of Commerce and Industry:

= Personnel Management Department
« Finaace and Supplies Department
- Planning, Research and Statistics Department

= Commerce/B.A.T.C. Department



- 1Industry/sSmall scale Industries Department

Ministry of Education:

- Personnel Management Department

-~ Planning, Research and statistics Department
- Schools Department

-~ Inspectorate Department

—~ Science and Technical Education Departmant

Ministry of Finance:

- Personnel Managgment Department

~ Finance and Supplies Department

~ Planning Research and Statistics Department
~ Treasury Department

~ Budget Department

Ministry of Health:

~ Personnel Management Department

= Finance and Supplies Department

- Planning, Research and Statistics Department
~ Public Health Services Department

- Pharmacutical Services Department

- Primary Health Care Department

Ministry of Information, Home Affairs and Cultwe:
=~ Personnel Management Department
~ Finance and Supplies Department

- planning, Research and Statistics Department
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Information Department
Home Affairs/pire Services Department
Library services Department

Printing Services Department

Arts and Cultyre Department

Ministry of Justice Departments

e

Personnel Management Department
Finance and Supplies pepartment

Planning, Research and Statistics Department
Legal Drafting Department

Public Prosecution Department

Civil Litigation Department,

Audit:

Personnel Management Department
Finance and Supplies Department
Government Department

Project Review and Appraisal Department
Inspectorate Department

Expenditure Department

Parastatals Department,

Civil service Commissions

—

—

Personnel Management Department
Finance supplies Department

Planning, Research and Statistics Department
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Recruitment, Promotion and Discipline
Training and Staff Welfarg

Establishment and pension

High Court of Justice:

Personnel Management Department

Finance and Supplies Department

Planning, Research and Statistics Department
Library and Litigation Department

Area Courts Department

Maglstrates Department

Judicial Service Committee

Katsina State Water Board

Personnel Management Department

Fihance and Supplies Department

Planning, Research and Statistics Department
Rural Water Supplies Department

Operatiens Department

Commercial Department,

3.3, Functicns of Katsina State Civil Service

We have elsewhere in this chapter discussed the

gehesils of the katsina stat, Ccivil servicei We have also

briefly discussed the geographical conditions of the state.

It needs to be noted that the state consisted of what was

hitherto known as Katsina and Daura Emirates. It is made

up of twenty local government areas. Namely, Katsina being

the state capital, Daura, Mani, Kankla, Dutsin-Ma, Malumfashi,
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Funtua, Batsari, Jibia, Kankara, Rimi, Kaita, safana,
Bindawa, Ingawa, Mashi, Zango, Bakori, Nusawa and Faskari,
The machinery established to administer the state is what
is termed the Katsina State Civil Service, It is made up
of men and woméncenerally referred to as servants of the
state hired as civilians and charged with the responsibility
of assisting the peolitical heads of the civil service in

running the affairs of the Ministries,

what then are the functions of the civil service?
J.K. Opadiran summarises the functions of the civil
service in the following manner}
(1) Contribute to the formulation and government
policy by supplying commissioners/Ministers with

the information necessary to make right decision;

(ii) Advice government on the fFull implication of
policy options open to it by placing before the
Commissioner/Minister the arguments on both sides
of the case, fully and fairly whatever his own

symphathies may bej

(ii1) Execute Government Policy loyally after the
approval of the appropriate authority (cabinet,
Minister /Commissioner, etc) even though he may

have preferred a different one;j

{2r) provide continuity through reference to, or

clarification of the basls of, past Government
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decisions and procedures, which are relevant to

an issue under conslderation and thereby submit

rational point of review;

(v) protect the public interest and act as the custodian

of public conscience.6

Opadiran went ahead to emphasise that, in carrying

out the aforementioned functions, the civil servant, a

person employed in a civil capacity and on non=political

career basis by the government primarily render advice and

falthfully give effect to its decisions, 1is obliged to:

(1)

(11)

(iii)

(iv)

(v)

pPlay a leadership role within the service and

in the community as a wholej;

Refrain from taking credit for any measure taken
by the Commissioner/Minister or government for

which he is the author or contributor;

Observe absclute silence and be descreet as to
what takes place in the office since responsibility
for policy rests upon Commissioners/Ministers and
ciyil Servants are the instrume‘ts, rather than

magters, of policy;

Observe the triple maxim of impartiality,; neutrality,
and anonymity so as to be at all time on tap and

never on top;

Resist illegitimate political demand or pressures
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by learning that it is in has own interest (and
the good of the nation as a-whcle) to resist.
political encroachments upon the internal self-

regqulation of the civil service systern.7

Ayida, a one time Secretary to the Federal Government
and .a_seasoned:Civil_ Servamt describes the role of the

higher civil servant as follows:

The civil servant is to a limited extent expected
to dance to the tune of his political masters, '
He is duty bound to execute faithfully their
decisions., He has however, to do more than that,
He 1s obliged to tender advice to suit their
convenience, He, 1like all other’ public
functionaries must in the final analysis be8
guided by the national interest at all time.

Thus, the: role of the civil servant is esgentially a -
complementary one, He is expected to assist the political
heads of the Ministry in achieving the goals they set
themselves, He may be a part to the formulation and even
execution of these goals but it is the political head that
will Madm tha credit.  Jence, efficlency, effectiveness and
economy should be his guiding prineiples in advising the

Commissioner /Minister,

3.4. The Evolution of Employee Performance Appralsal in
the N Igerian Clvil Service.

According to Ugiagbe, the first recorded appraisal
system was developed by Robert Owen who used character

bocks and blocks of 19, This was done in his Lanarks



performance, During the worid wars, performance appraisal

mainly took the shape of trait rating for-setection-im—the...

armed forces, This traditional appraisal system was based

On personality and work characteristics,.some of which

include:’nintelligence, Judgement, loyalty, performance,

endurance and industry. Ugaigbe sees the Weakness of the

above evaluation System as followss-

(a) Superior officers (reporting officers) often get
confused about what exactly they are rating when

assessing their sa bordinates;

(D) seecisss because trait evaluation cannot be objective,
Feasonable persons would **ee++ Complain of not having

been fairly treated;

(c) sessssTrait evaluation dees Not lead credence to the
fact that objective of an appraisal is to provide

remidies for indentified weaknessea.1

The evaluation of employee performance Appraisal in

Nigeria could be raced to the period of British colonfalism,

colonial service, This appraisal system which persisted
even beyond the colongal period was tarmed confidentiay

Staff Reports, 1t was evolved for the reporting of
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employee progress and annual performance reports,
According to G eneral Orders Progress and annual Staff
confldential reports were to be made on senior and junior
officers for the following purposes:-

Progress:

To provide in respect of an officer on probation or
initial contract a full record of the officer's work conduct
and capabilities on which to judge his suitability for
confirmation or re-engagement and to ensure that, in cases
where an Offlicert's suitability for continued employment is
in doubt, he 1s given timely warning of his faults and an

opportunity to correct them.
Annuals

To provide a full record of an officer's work, conduct,
and capabilities in' his present grade and to judge his
suitability for promotion to more ' responsible work or

transfer to a higher class of the serv1CE.2

In the Confidential Report General (Revised), such
issues as local government area and state of origin were
high=lighted in the junior staff form, Thus, the form was
to a great extent faulted. For instance, it was generally
felt that some employees were reported on unjustly, Such
staff were at no time during the reporting year (the period
under assessment) intimated for any flaws they committed in

the execution of their dutles, At the end of the year they
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were rendered stagnant in a position. This is one of the
reasons why the system had to be abondoned for another

one as we shall see later,

As we have noted earlier, the origin of the Nigerian
Civil service can be traced to the British colonial
Administration, The colonial administration, whose main
pre~occupation was the maintenance of law and order over
its colonial territory, made some few attempts between
1941 and 1947 at reforming and to some extent
re—organising the Nigerian Civil Service, but these
exercises were concerned primarily with the review of
salaries and wages, It should, however, be noted that,
one of them, namely the 1946 salaries Revision (otherwise
known as the Harragin Report) did make what one may
call a structural change by catagorising the civil servants

into senior and junior civil servants,

The Public Service Review Commission (udoji) was set
up in September 1972 as a consequence of the
recommendation of the (Adebc) salaries and wages Review
commigsion which was set up in July, 1970, It was the
feeling of the commission that a review of the structure
of the Civil service was desirable, In view of this
recommendation, the public service commission was required
having regard to the need to secure adequate development
and optimum utilization of manpower and to increase the

efficiency and effectiveness of the public service in
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meeting the challenge of a development - oriented society,
inter alia, to examine the organisation, structure and
management of the public services investigate and evaluate
the methods of recruitment and conditions of employment

and the staff development programmes of the Public Services,

The public seréice Review commission made far reaching
observations and recommendations on the parformance
appraisal system in the country. Indeed, the recommendations
of the commission led to the adoption of the present
Annual performance Evaluation Report (APER) otherwdse known
as the open reporting system. Thus, the commission

asserts that:

164. Hardly ever does the commission invite candidates
for promotion to an interview, It relies mostly
on the Annual Confidential Reports by heads of
departments. Complaints about the veracity and
objectivity of these reports have been widespread
ard as a result the commission introduced further
assessment by departmental promotion Boards,

This does not go far enough to remove the
present unpopularity of Confidential Reports,
.Civil Sservants complain that it is an unfair
method of assessing their worth,

This complaint was evident in both the
memoranda received and our public hearings. The
criticisms relate mainly to its lack of
cbjectivity derive from the emphasis on behaviour
and personal traits rather than on job performance,
on faults rather than on job performance, on faults
rather than on evidences of strengh, Behaviour
and personality factovs may in some cases be
important but there is no guidance on how to
assess those factors and what yardsticks to use.
wWhen the basic method is questioned and the
reports are kept from the subject, suspicion
enevitably arises that unknown factors are also
considered such as ethnic background, age or sex,
or that the reports are unfair and subject to
favouratism, corruption or sheer lack of competence
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in their complection.

A method of appraising individual performance is.
essential in any large organisation in order that
one can ensure that the objectives of the
organisation are being achieved and the duties
properly performed, By identifying potential
skills or less than satlsfying performance, it
is a basic source document for training and
staff development, by giving evidence of
potential as reflected in the performance of
individuals, it is of great assistance in career
planning or medium term manpower planning.

There are no satisfactory mechanistic ways of
appraising performance which would avoid the use
of one man's judgement of the performance

of a subordinate. Educational qualifications
are a useful guide to initial appointments and
give a clue to a man's intellectual capability.
But once he has been in an organisation for a
few years, what a man did at school or
university and his class of degree 1s of
considerable less importance than how he
performs his job, In particular, undue emphasis
on the precise level of formal educational
gqualification is a motoriously unreliable factor
in assessing promotion potential., Effective
performance in a number of different jobs over
several years under different managers is a more
reliable indicator of future potentlal, and this
should be the main criterion in consideration for
promotion.

One of the effective ways of assessing how well a
person performs 1s by means of a properly
structured report from his organisational
superior. The report should not be confidential
since its purpose is to measure how an individual
performs against a predetermined tasks. 1Its
usefulness for training, staff development and
achievement of greater efficiency will be lost by
keeping it considential and away from the officer
concerned, It has been found that the best
results are obtained by a well structured
interview at which the senior officer and his
junior discuss how the latter is getting on with
hls assionment, The main advantage of the
intervie. .Ic_ in its counselling effect, A lot
depends on the senior officer's approache If

he demonstrates that he wants to help, if he
recognises the value and accomplishment of his
junior and if he shows that the purpose is to
make his junior an even stronger officer, the
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interview will achieve the desired objective,
Obviously the junior officer should be shown such
a record or report of appraisal interview,

168. The greatest criticism against the present
confidential report system is that it ignores one
of its main purposes - improvement of individual
performang2 and appears to concentrate on the other
- being a guide to pers#onnel actions, 1In the case
of Nigeria it has become3nothing but a passport to
promoticn or stagnations
With these observations on the weaknesses of the

Confldential Reparting systems by the public service

Review Commission it went ahead to recommend as follows:-—

The present Annual Confidential Report should be
replaced by an Annual performance Evaluation Report
based on predetermined assignments agreed to between
an officer and his superior and used for improving
individual perforpance and as a guide to other
personnel actione
As a result of the acceptance of the puablic service
Review Commission recommendation above, the open reporting
system which allows for the appraisea to have an idea of
the reporting officers assessment of his performance was
intrcduced in 1976. Since then, forms were designed for
writing all progress and annual reports on both junior and

senior officers,

The form designed for reporting employees performance

in the civil service of Nigeria is divided into four parts,

part One:~ It is to be completed by the Officer to be
reported on it is requested that the officer upon receipt
of the APER form should complete items I to II. The

information required in these items 1s very important
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and should be up-to-date, accurate and true. The
information required consists of the following: Full name
of the officer to be reported on, date of his birth,
Ministry/Department, his qualification, date of his first
appointment into the service, present substantive rank,
his date of appointment into the subst-ntive rank, acting
appointment held during the period of report, total number
of days absent on sick leave during the period of reports,
present job, main duties performed during the period of
report and finally any ad=hoc duties performed which are

not of continuous nature.

Part Two:~ This part is to be completed by the reporting
of ficer, It is required that when the employee has
completed items I to II as described abovey he should -
submit the form to the reporting officer who is requested
to check the entires, If he agrees with the job description
entered by the employee, the reporting officer signifies
his agreement by deleting 'NQ' as provided under item 12,
If h e disagrees with a.y of the entries, he is requested
to delete 'YES' marking under the same item (12) and

record his area(s) of disagreement(s) in the space provided
accordinglye. The employees attention should be drawn to
this during the Jjob Appralisal Interview (JAR) with a view
to obtailning his consent as regards the amendment(s).
Having completed thils preliminary actior; the reporting

of ficer and the subordinate whose performance is to be

evaluated are requested to discuss and agree on the job
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description and the ordes of importance. If the two
fail to agree the un-resolved differences are to be

recorded, However, when an agreement is reached, the

reporting officer is required to determine how effective
the subordinate officer was in the performance of his
duties, He is to evaluate the ratee's performance in all
or some of the underlisted aspects appropriately. Each
aspect is described in terms of outstanding (A) and
unsatisfactory performance (E). The three intermediate
ratings (B, C, D) represent behavicur between these
extremes, The reporting officer is to tick the letter
from among them that best fits the rateers performance
among theme. These are:~

(a) Foresight

fb) Penetration

{€) Judgement

‘d) [Lxpression on paper

(e) oOral Cxpression

(f) Numerical ability 7if applicable)

(g} Relations with colleagues

(i:) relations with public

74) pcceptance of responsibility

{3) reliability under pressure

(k) Drive and determination

(1) Application of professional /Technical knowledge
‘) Management of sStaff (if applicable)

n) Ouatpu: of work
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(o) Quality of worl

(p) Punctuality.

After rating the subordinate using the above

criterion, the rater is further required to indicate

the overall performance by ticking from one of the
following: oOutstanding, very good, good, fair and
unsatisfactory. The reporting officer must give this
aapéct of the evalutation 9 item 14 very serious
consjideration and to take absolute care in complpéing_it&
The evaluation (as represented by the rating) should as

a matter of fact be in line with the ratings in item 13,

At the end of the job Appraisal interview, the
officer reported on must as a matter of policy sign in
the space provided as no report will be accepted as genuine
unless signed by the officer reported on. His disagreement
or agreement with the ratings not withstandings, Only that
in case disagreement, he should briefly express his area(s)

of disagreement in the space provided,

part Three:-= This part is to be completed by the

reporting officer. The following are to be stated:
training needs, next job, promotability, long term
potential and general remarks by the reporting officer,
In completing the section, the expressed views of the
employee are to be taken into account, This part

completes the action by reperting officer who should now
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append his signature on the report,

<ark Four:- This part is to be completed by the
counter-signing officer, In the new dispensation, the
counter-signing officer, in the case of senior staff, could
be the Director; Director General or even the Minister
(or Commissicner at State level) who is both the Chief
Executive and Accounting Officer of the Ministry/Department,
whe counter-signing officer must be oneé or more grades above
the reporting officer, He must indicate whether he agrees
or disagrees with the reporting Officer's assessment. He
is also to indicate how frequently he comes in contact
with the work of the employee reported on. He may even
amend the ratings if he feels that the employee was
uvnfairly reported on or the ratee was too generous, after
which he signs the report, The officer reported on at
this stage heeds not see or discuss the counter«signing
officerts commentss In the eveht of adverse report, it
is required that the employee cohcerned be notifled to

“hnt effect in writing. See Annexture 1 for the format,

wWith the recommendation of the task Force on Civil
carvice Reforms for the substitutin of the reporting system
with one that emphasis concrete and measurable achievement,
a new appraisal scheme has been introduced in the Federal
Civil service. The new system no doubt ¥rings about a

definite change from the old scheme in the sense that for



In setting targets, it shaly pe nNnoted that
targets shall be sat in terms of Time, Cost,
Quality and/or Quantity, 1n setting targets
for civi) servants, the chief Executive shaljl
first take into account the relevant government 5
policies, the development plan and annual budgets,

Personality traits, 71¢ s felt that attghtion should now
be focussed <on ob achlevement characteristic which have

direct bearing to the Performance of the employee,

Howevery the new appraisal scheme has failed to gain
national acceptance as many states have refuged to adopt
ite It is widely belleved that the format is cumbersome
and as such needs to be looked into again with a view to

improving upon it, See Annexture II for the new format,
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CHAPTER IV

DATA PRESENTATION AND ANALYSIS

The main theme of this study is employee performance
appraisal, It is the objective of the study to present
how the Annual performance evaluation of employee affect
the morale and performance of staff that man the civil
service of Katsina State, It 1s ones assumption that an
appraisal system if well conceived and carried out could
go along way towards boosting morale of employees. It
could as well be a source of frustration if it is not
given the necessary attention it deserves., Employees have
to be treated f airly in all respects especially when it
comes to assessing their performance as it is central

factor in affecting employee motivation and morale

It may be important to state here that paragraphs
19 - 22 of Section III of the schedule to the Civil
Service (Re-organisation) Decree, No. 43 of 1988, provide
for a new appraisal scheme and also the incorporation of
target setting in the Civil Service. It is expected that
the Chief Executive of a Ministry/Department shall
institute a mechanism for ensuring that each employee under
him is performance conscious and is made to understand what
is expected from him over a fixed period. The nature of
the Civil Service operation being mainly routine matters

does not nagate this as the achievement and non achievement
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and non achievement of every civil servant could be

subjected to target setting,

It is emphasised that in setting targets, otherwise,
known as performance standards several variables come into
limelight. These are; time, cost, quantity and quality.
These variables are to be applied in setting targets for
each Ministry/Department, parastatals and of course
individual employees, It should as well be stated that
in setting targets, the operatives are supplied with all
the necessary resources to enable them accomplish the
set targets. These resources are mainly in the form of
men, money, materials and time, They form the essential

ingredients that facilitate the realisation of the targets.

At the moment, in Nigeria, the emphasis as egards
performance appraisal scheme has heavily titted towards
target setting, The reforms have made it duty bound on
government establishment to cleerly identify what the
establishment is expected to acﬁieve. That 1s individual
staff performance evaluation objectives, This mode of

thinking is well in agreement with modern management thoughts,

Several management scholars have expressed their
views on the subject matter of performance appraisal. Onhe
of the most aclaimed views was expressed by Peter Drucker

who profounded the much respected theory of Managgment by



Objectives (MBOJ. MBO, according to Drucker, is a system
which attempts to improve the performance of an organisation

and motivate, assess and train its eMployees by 1ntegrat1ng

MBO, in itg early Stages, that is late 1950's ang
early 1960's placed much emphasis on directing its benefitg
towards employee performance evaluation, At that time,
the conventional performance appraisal system which was
centered on trait oriented Appraisals was cajled to quemtion.
In a nut shell, there was a Shift from the trait appraisaj,
It was vicwed as days functional, as Such, not capable nf
motivating managers and employees towards the attainment of
the overall organisationajl objectives,

It was fualted in that it tended to evaluate a manager
or his subordinates on how they approached their job
rather the tasks they were able to acComplish within a

given period,

The later stages of mpo involve, individual
Supervisors or manager being assigned those things they
were going to do that 1>, the objectives, 1t is oh the
basis of these objectives their perfarmance will pe assessed
durifg the reporting period, This is what is khowh as mesult

oriented appraisal,

In analysing the data collected for the Study, we

shall use the views €Xpressed above on MBQ for guidance,
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How do Katsina State Govermment functionaries perceive the
performance appraisal technique currently in use for the

assessing of their performance and that of their subordinates?

To ensure wider courage of our popwlation, 80
questionnaires were distributed to various functionaries
of Xatsina state Civil Service that form the sample of the
study, Out of these questionnaires, 43 responses were
received constituting 53.6% of the total questionnaires
sent out, Therefore, 43.,4% of the questionnaires administered

were not returned,

Using the views of peter Drucker, as outlined under
his general theory of MBO, we hereby present and analyse
the data collected for the study to enable us discern the
extend to which the APER scheme affects the morale and
performance of Civil Servants in Katsina state., That 1s
to say.we shall see how the various aspects of the existing
appraisal scheme affects the performance of Katsina State
civil servantss This could either be positively or

negatively.

To test our hypot.eses, we investigated eighteen
different aspects of the appraisal scheme. These arej;
fair understanding of the reason(s) why performance is
assessed; lmpression of the appralsal scheme; satisfaction/
disatisfaction with the appraisal scheme; performance

ratings and promotion exercise; freedom to see performance



ratings; factors that influence promoticn ex~rcicog the
raters in PA programme; frequency of the aprraisal exerciss:
tasks of a manager, target setting viz-a-vic norformence
appraisal; recle of counter-signing officer in the appraisal
scheme; reliance on @ single tool for reporting »-rformance;
giving feedback to ratees about their performance, rateation
of the present appraisal of system; retention of Character
traits in the appraisal system, open reporting system and
objectivity in the appraisal system; and perscn(s) hest
suited to assess performance., These are the aspects of
appraisal scheme examined in this study. As earlier stated,
questionnaire and oral interview were mainly used in obtaining
datae. The responses obtained are presented and analysed L

here below.

In the first instance, we attempted to fing out
whether civil servants in Katsisa state Civil Service have
a fair knowledge of the reasans) why their performance
is assessed through APER, This indeed is the bedrock
of any management tool as it has to be understood for it
to make any reasonable impact-on its consumers. We nzieby

present the outcome of the investigation &s per, tazblie belinu:

TABLE 4.1

Fair understanding of the reason why performance

is assessged.,
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Response Number %,

Yes 36 83.7

No 5 11,6

No Response 2 4,7

Total: 43 100
Source: Research conducted by the writer in the various

Departments of the Military Governorts Office,
Katsina,

The question asked respondents is: Do you have a

fair knowledge of the reason why your performance is assessed?

As 1s seen above, a considerable number of the

civil servants served with the questionnaire responded

in the affirmative, To be precise 83,7% of the respondants

expressed that they have a fair knowledge of the reason(s)

why their performance is assesseds Thus; only 5 respondants

representing 11.6% expressed ignorance of the reascn why their

performance is assessed while 2 respondants representing 4.7%

indicate no response.
On the employee impression of the appraisal scheme,

the verdict of the respondants is as tabulated below,
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TABLE 4,2

Descgigpion of APER instrument

Response Number %
Simple/ -~

Objective 24 55.8
Cumbersome /

Subjective 15 34,9
No response ; 4 9.3
Total: 43 100

Source: Rgsearch conducted by the writer in the various
Departments of the Military Governort'g Cffice,

Katsina,

Going by the table; it appears that a considerable
percentage of civil servants in kKatsina State are sti11 in

Support of the present ApER instrument,

On the question of whether civil servants in Katsina
State are satisfied or dissatisfied with the annuaj
Performance Evaluation report as currently in use in the
¢ivil service, the table below indicates the number of

responses,

TABLE 4.3

Satisfaction/Dissatisfaction with the appraisal

system.
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Response Number %
Satisfied 23 53,5
Dissatisfied 18 41,9
No Response 2 4,7
Total: 43 100

Source: Research conducted by the writer in the various
Departments of the Military Governoris Office,

Katsina,

The question asked respondants is; what is your

view of the Current appraisal system?

performance appraisal has a lot to do with employee
productivity, If it is not given the Necessary attention
it deserves, 1t could go along way in causing frustration
with the resultant loss of productivity among employees,
On the other hand, if Properly handled, it could Serve as

@ morale booster thereby enhancing employee productivity,

From the above taple (4.3), it could be Seen that
23 respondants (53.5%) are satisfied with the appraisal
system while 18 respondants Fepresenting 41.9 of the
respondants are dissatisfied with the appraisal scheme,

Two (2) respondants Fepresenting 4.7% are undecided,
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The next question asked respondants has to do with
the relationship between promotion exercise and
performance appraisal. It is generally acknowledged that
promotion implies not only increased responsibility, but
also it is a process through which positions are filled
in the service. Only when such an opporfiunity is offered
to fhe employees does the sxrvice guarantee career
opportunity meant to attract capable juniors of new
employees. That is to sy it is a system through which
an opportunity for growth and stimulus to crow is offered
to employees. In the civil service, there are many bases
through which an employee could be promoted, We shall here

consider the most important onese

one of such bases is performance. By performance
we mean, demonstration or exhibition of capabilities on
a lower jobe. This could be seen through demonstration of
special interests experience, maintenance of records,
examihations, performance evaluation etc. Seniority is
also another important factor to be recknoned with, it
connotes lenght of service. 1Its role in promotioh
exercise in the service cannot be under emphasised.
Examinations is employed when a select group of employee
are to be considered for promction. This is mostly
associated with mechanical, clerical, typists and related

jobs. Yet again trail on the job is also another factor.



84.

TABLE 4.4

Relationship between appraisal scheme and promotion

exercise,
Resrease N umber %
Yes 29 67.4
No 13 30.2
NoO response p | 263
Total: 43 100

Source: Research conducted by the writer in the Departments

of the Military Governort's Office, Katsina.

The question asked respondants is: In your opinion,
do you agree that today there is only one reason why
performance is assessed; that is promotion. As ¢an be
observed from table 4,4 above, 29 respondants (67.4%)
indicate that promotion in the Katsina State Civil Service
is mainly carried out for promotion exercise, Thirteen
(30:2) respondants express contrary view while one
respondant (2,3%) ihdicated no response. This is indeed
an indication of a negative use of performance evaluation
as it is meant not only to be used for promotion exercise

alone but alsc for many other critical decision, It 1is no
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doubt an important and effective tocl for employees s
supervision, It provides the much needed feedback to
employees about how they are progressing on the job,
This offers employees with the opportunity to evolve a
strategy for over-=coming any short-ccmings which might.be
identified during the evaluation exercise, Employees
appraisal is also used to identify training needs of

employees and many other related personnel matters,

To further understand the rcle APER score §1ay in
the promotion exercise in the Katsina Civil Service the
researcher want a step further to examine personal secret
files of some thirty randomly selected employees, This
is meant to enable the researcher go into written
documentation <of the appraisal system to enable me
understand whether the APER score have any bearing with
the promotion exercise. To do this, the inVewtigafor
limited himself to the period 1988 tc 19904 This pericd
though short witnessed a number of promotion exercise,
carried cut in the selected government establishment, that
is military Governor's Office, Katsina. The out-come of
the investigation is that performance ratings are
categorised into different classification such as A, B,
C, D, and E, Under this/classification, 'A' stand for
outstanding performance rating, 'Bt stand for very goocd
performance rating, %C' stand for good performance rating,

tD! stand for a fair performance rating and ‘g présent
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an unsatisfactory performance, From the investigéticn, it
was discovered that only staff with A and B grades are
promoted while those with the other ratings are ommited
from the promotion exercise, However, performance as
through APER 1s combined with seniority while considering

staff for promotione

Closely related to above is the rcle of performance
appraisal rating and promotion exercise., An investigation
carried out through the use of questicnnaire gave us the

table below:

TABLE 4,5

Performance rating and promotion exercise

Response Number %
Always 21 49.0
Occasionally 18 42,0
Never 3 7.0
No response ! 2.3

Total: 43 100.3

-

Source: Research conducted in the office of the

Military Governorts, Katsina.
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The question asked respondants is: Do performance
ratings have.any impact on promotion exercise in your

establishment?

As can be observed from the table above, twenty one
respondants represent 48.3 of our sample are of the opinion
that performance scores have an important role in
promotion exercise in their establishment, 41.9% (18
respondants) are of the feeling performance scores are only
occasionally considered when considering staff for
promotion exercise. Only if respondants indicate f'Never!
meaning that APER scores do not play any role in promotion

exercise in their establishment,

It becomes pestment to mention here that performance
scores going by the table above do not play the desired
role in the promotion e xercise, It needs to be stated that
performance should form the primary basis of any sound
promotion exercises Although there are instances when it
should be combined with other factorss These could be
dearly seen in the ease of cadres that required additional

traininge.

Ancther area covered by the study partains to freedom
of employee to see performance ratings, We addressed
ourselves to the issue because there are complaints that
the open reporting system is not being operated as it should
be as ratees are being denied the opportunity to see the

APER ratings., 1In this wise, appraisal interview that is
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supposed to serve as an avenue of job counsel-’ -~ as both
the supervisor and the employee are expected tc communicate
in the most effective way their perceptions of the employees
performance, Supervisor, rather than being participative
in apr+-asing their subordinates' performance more of ten
than not decide to be directive of the negating the
essence of the introduction of the open reporting system.
If ratees are allowed to take part in the appraisal
interview, it will be able tc agree or disagree with the
supervisor, Numerocus studies in the subject matter have
chown that the more directive the appraisal, the less
effective it is in improving employee performance and

motivation.

TABLE 4.6

Freedom to see performance ratings

Respcnse Number %
Always 31 72.1
Occasionally 6 14,0
Paver 5 11.6
N o response 1 2.3
Total: 43 100

Source: Research conducted by the writer in the

Department Establishment and Training, Katsinaa.
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The question asked respondants is: Mave you been
allowed to see and if necessary comment on the appraisal

of your performance by your supericr officer?

From the table above (4,.6), one could see that employees
in the Katsina Civil Service are mostly consulted by their
superiors while assessing their performance., That is to
say that one of the essential features of the open
reporting system is strictly being cobserved, This does
not only ensures effective supervision of employees but
also ensures that staff who are performing well receive
formal recognition for thelr performance, At the same
time staff who are not performing well could be made to
understand thelr points of weakness with a view to make
hecessary amends, During the appraisal interview, it is
often desirable that supervisors and their subordinates
discuss the actual performance of the subcrdinates. The
necessary feedback should equally be provided to assist
subordinates know their effectiveness and possibly plan
for improvement where desirable, Fred Luthens emphasise
that reffective feedback should be related to performance
which employees can specifically recall, analyse and act
upon, It deals with a description of what the employees did
rather than judgements of the employees attitude,
personality, or individual t:r:'a\.'Lt:.-ss.'1 Thus, appraisal interview
is no doubt an invaluable tool for improving subordinates
performance if it is effectively done, However, if it is

badly handly handled, it could be a source of frustration and
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non performances This is why it 1is said that the setting

for the interview should be given due regard.

One important aspect of appralsal scheme covered by
the study are factors that influence promotion exercise
in the Katsina State Civil Service. Promotion, as we have
already seen is an aenue whereby career progregsion is
ensured to the employees. It does not only connote
increased responsibility but also inCrease in pay. Table

below illustrates the responses,
TABLE 4.7

Factors that influence promotion exercise,

Response Number %
Efficiency/

productivity 6 14,0
Seniority/

Experience 19 44,2
Training/

qualification 3 740
Conduct 3 70
Vacancy 9 21,0
No response 3 7.0
Total: 43 100,.2

Sources: Research conducted by the writer in the Katsina
State Civil Service Commission and the Department

of Establishment and Training, Katsina,
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The question asked respondants is: 1Ie your opinion,
which of the following factors most influence promotion
exercise in Katsina Civil Service? From the table one
could see that the most important of all bases of
promotion in the Katsina Siate Civil Service is seniority/
Expericnce, Other factors that should under normal
circumstances be given periority attention are not, Rather,
the age long notion of considering only experience and
seniority remains the major consideration, This is indeed
a negation of the promotion of the 1988 clyll Service
Reforms as legalised by decree 43 of 1988 which states
inter alla states that "The Annual Performance of each staff
shall focus principally, on an aggregation of his target
achievements during the relevant yeary The reforms
specifically emphasised that actual performance compared
with preACribEG performante standards, character traltsj
attendance and punctuality at work and leadership performance,
It further states that the actual evaluation of an offlicer
skould take the form of awarding him marks based on the
welght attached to each criterion, T he reforms gave a
devastating blow to experience/seniority while considering
staff for promotion as only 5% of the total scores are now
attached to it, 7This if fmplemented could go a long way in
putting an end to age long consideration which was widely
condemned by the presidential Task Force on Civil Service
Reforms. The emphasis 1s now on performances as measured

through APER, performances at interview and training, This
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is of course, a welcome development as people with no
qualification and incapable of performing could no longer
scale through the promotion exercise simply because of the

number of years they hayve put into the service,

It is be mentioned that for Katsina State Civil Service
to make any appreciable progress in boosting the morale of
its civil servants, a well articulated system of promotion
must be envolved, To do this is the urgent need to of the
adoption of the oriterial set by the 1988 reforms as its
provisions seem to be quit_, adequate., Organisation could
thrive well without ensuring its employees of career
progression based on fair principles, Experience/Seniority
could only be given major consideration when all other

factors are at far.,

Yet again, another important aspect of the appralisal
system is the role of the ratebks in the appraisal schemee.
No doubt, the raters have a difficult task in the exercise,
they are not only expected to judge the performance of their
subordinates_ Wy filling APER forms correctly but are also
expected to justify the ratings to their subordinatese
Being generous in the gradings does not help matters as
employees are supposed to know their weak points so as to

improve upon them,

TABLE 4.8

The rat.rs in a performance Appraisal Programme.
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Response Number %
Yes 29 6744
No 13 30,2
No response 1 2.3
Total: 43 99,9

Source: Research conducted by the writer in the
Katsina State Civil Service Commission
and the Department of Establishment and

Training, Katsina.

The question asked respondants is: As a supervisor,
do you feel free while assessing the performance of your

subordinates?

The table indicates that 29 of/the 43 respondants
agree that they feel free while assessing the performance.
This represents 67.4% of the respondants, While 13
respondants, representing 30,2% say they do not feel free,

one (1) respondant did not indicate any response.

The table, therefore, shows that a reasoneble number
of supervisors in Katsina State do not have any major
problem when it comes to the evaluation of the performance
of their subordinates, This is rather encouraging as
supervisors have to feel free if they are to complete the

APER form fairly. This will minimise the problems usually
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associated with the completion of the forms, This is the
only way supervisors could include positive and negative
incidents while completing the APER forms. From the table
(4.8) above, one could see that 30,2 respondants do not -
feel free while evaluating the performance of their
junieors, This could be overcome if supervisors are
properly trained on how to approach the appraisal system,
If this is to be ensured, training programme must be
anvolved whereby supervisors are trained on how to complete
the forms, They should be trained on the act of recalling

performance.,

Frequency of the appraisal scheme also received the
attention of the researcher. Under the APER system,
supervisors are annually or at scme other time (as is the
case with temporary employees) required to complete the
APER forms. This arrangement has been criticised by some
management scholars who feel that the arrangement does not
fare well for proper counselling of employees. Stahl inserts
thats

Supervisors are reluctant to go over old ground
with long term employees especially, and they
often reccil from the artificiality of a
process8 which seems to say: "Today I consider
how my employees are doing™ as if all the rest
of the time does not count, Many do not
hesitate to deal forth=rightly with their
subordinates con thelir daily work preducts or
behaviour, giving counsel on what is wrong and
what 1is rlqht Improve the situation as each
occasion requires; but shrink from an effort
to sum this all up and confront each employees
with a periodic accounting of his total
performance, 1In fact, scme feel that this
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forced confrontatjon 1s at best awkward,
replete with pcesibility of each party saying
the wrong thing and at worst destructive, 3
what may otherwise be a salutary relationshipe
The table below summarise the responses of the question

asked on the frequency of the appraisal exercise,

TABLE 4,9

Fregueggz of aEEraisal exerc!as

Response Number %

8ix months 17 39.%
One year 24 5568
Two year 2 4.7
Others : 0 0.0
No response 0 0.0
Total: 43.“ 100

Sourceg Research conducted by the writer ip the
Civil service Commissioh and Ministry of

Agriculture, Katsina,

The guestion asked respondants is: How frequently

should the performance of employees should be assessed?

Timing is an importént part of an effective and
efficient appralsal systeme. That is to say, when should.
emplcyee performance appralsal take place? Many personnel

management -scholars have of recent emphasised the need for
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more frequent employee performance appraisals, Some even
suggest that it should be done twice yearly or even cn
monthly basis., This is one of the reason why the
researcher chcose to include the matter in his questionnaire.
From the table (4,.9), it is clear that Katsina State Civil
servants are mostly satisfied with the present arrangement
whereby employces performance is assessed on yearly basis,
This is because cof the 43 people that responded tc our
enquiries, 24 of them representing 55.8% are in support of
the present timing. Seventeen (39.,5) respondants are of
the opinion that it should be carried out on six menths
basis, two-respondants say that it should be done on two
year basils, There is no suggesticn as té indicate that it

should be done on one month basis.

Another aspect of performancCe appraisal we addressed
ourselves to are the tasks of a manager, Managers of
whatever organisations and irrespective of the size,
composition and activities of such an organisation are
expected to comform to certain things that are very
essential for the smcoth running of such establishment.
Therefore, the prime task of any manager should all the
time be obtaining the highest possible perforﬁance from
his subordinates and developing them for impreved
performance, The question asked is put in such a way as
to know ehether the present APER system in the Katsina

State Civil service ensures this, This 1ssue is really
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important as it 1s also a contributary factor towards
boosting employee morale and productivity., The table below
is self explanatory:

TABLE 4.10

Tasks Of A Manager

Response Number %
Yes 22 5142
No 20 4635
N o response % 2.3
Total: 43 100

Source: Research conducted in the various Departmantg

of the Military Governor's Office, Katsina,

The question asked respondants is: It is said that
the prime tasks of any manager must always be obtaining the
highest pcssible performance from all those reporting to
him and develobing them for improved capability, Do you

think the present gppraisal system ensures that?

From the table (4.10) it should be said that the
verdict of the respondants is as follows: our present APER
instrument is 51.,2% all right as it ensures that supervisors

obtain the highest possible performance from their
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subordinates, 46,5% of the respondants hold a contrary
view as they express that the appraisal system does not

ensures that managers obtain the highest possible performance,

It may be stated here that if supervisors are to
serve as a source of inspiration to their subordinates,
they must-strive hard to establish report with theme By
subordinates, One way of ensuring this is by way of
deliberately counselling the juniore at all-time- te ensure -
that the organisational gecals are achieved. Hence, the
supervisor must not s.e himself as a boss but rather as a
<ceunsellor who is "always ready +o0.listen_to his
“éubordinates preblems and finding immediate solutions -to
such probiema. The vital factors in a supervisors work 4s.
Ancreased efficiency "in the overall management of human
resources With a view to boosting employee morale and

productivity.

Target setting is-an important aspect of the appraisal
system that is af the mement gaining increasing importance
and acceptance by all managers of rescurces. Indeed,
paragraphs. 19 - 22 of the schedule tolggggciwil~sérvIée
(Re—organihétion) Decree N.e 43-0of 1988, provide for a
performance§EVa1uation séheme'and the practice of target

Betting in the civil services It is emphasised thati-

The \Chief Executive of a Ministry/Extra- .
Ministerial Department shall institute
mechanisms for ensuring that each cival
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servant under him is performance oriented and
produces the concrete results expected of him,
That fact that much of the opergtion of the
civil service is of a routing daily nature
shall not be taken to mean that the expected
tOQutputt of each civil servant is not

identifiable and measurable and consequently,
amenable to target setting.4

Target setting is therefore, an indisponsable aspect
of a sound appraisal system, It is one way through which
employee morale cculd be boosted, It will subsequently have
a positive impact on him by way of mising the standard of his
performance, It is to be emphasised here that morale and
performance are closely linked.s An employee with low morale
can hardly perform to the satisfaction of his employer,
Likewise an employee with high moral is likely to perform

te the satisfaction of his employer.

TABLE 4,11

Target setting vizea-viz performance appraisal,

Response Number %
No 1 0.3
No response L] 040
Totals 43 100

- T

Source: Research conducted by the writer in the various

Departments of the Military Governor's Office.



100.
The question asked respondants is: It is stated that

is a person is to perform at anything like his full potential

he needs to know three things:=-

- What his job 1is
- What standard of achievement is expected of him

- ‘How he is getting on.

Do you agree that these be incorporated into our

appralsal system?

The verdict of our respondants is that 97.7% of them
are of the view that these essential features of target
setting should be incorporated into the appraisal systems
only one respondant representing 2.3 of the total
respondants shows cobjective to the proposeds Going by the
outcome of the investigaticn, it could be saild that civil
servants in Katsina state civil servize are yearing for an
apprais: " system that ensures that their performance is
evaluated on the basis of set standardss This of course,
in line with modern management thinking, If a failr
appraisal scheme is to be evolved, it has to ensure that
the présent ad=hoc nature with which the appralsal exercise
is held is abandoned. The arrangement whereby, APER forms
are completed only when employees are due of about due for
promotion is most retrogressive ahd outlandish, Employees
must made to understand the full Uses of employee appraisal
scheme rather than restricting it to a narrow and mycpic

use, The use of target setting does not in any way reject
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its being used along with other forms of appraisal for

organisational efficiency.

The role of the counter-signing officer in the appraisal
system is yet again another touchy issue in the APER scheme.
Many pecple have expressed the view that the provigicen of a

s counter-signing officer to complete and the
allowance that he could amend the rankings of the reporting
officer renders the appraisal confidential. Yet again,
others ar : in support of the retention of the provision
since according to them, it provides a scught of a check
cn thé reporting officer. This makeés him to act responsibly
as he has to justify his assessment to the counter-signing
officer. Tt is alsoc a manifestation of the reporting officer's
firmness as any report or grading that could not be justifled

may be querried by the counter-signing officer.

By counter-signing officer, it is meant elther the
Head of Department or an officer who is at least one grade
level supcrior to the reportiﬁg of ficer and who has had the
Opportungty of over-seeing the Jjob of the officer reported
ONa ny change made by him should be discussed with the
reporting officer and such changes or amendments supercede
that of the reporting efficer, At this juncture, the
prerson whose performance is being evaluated need not see
or Jdiscuss the amendments. This is the particular aspect
that has prioved contehtioﬁs_as employees have developed to

sce it as uncalled for as if they have been shielded away

—
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frcm th: cemments/cmo ydments,

TABLE 12

Role of cormter-signing officer in the appraisal system,

| ¢ zponse Number %

Yes 19 44,2
Wl 20 51.0
ilo "eSponSe 2 4 .7
Total: 43 99,1

fources: Research conducted in the Katsina State
Civil sService Commission and the Department

of Establishments and Training, Katsina.

Pae que: tlon asked respcndants is: Do you agree that
the role of the counter-signing officer in the present APER

renders ‘*he appraisal system confldential?

.8 clear from the table that there is disagreement
among tne respondants as regards the role of the
counter-signing of ficer in the present APER system. However,
over 51% of che respondants are in support of the retention
of the s_ction while over 44% are against its retention,

The respondantz that supported the rcle of the counter=signing
of icer are of tne view that it serves as a check on the

reporting officczs The reporting officer knowing well that
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he is not the final abiter in the exercise becomes more
realistic in the assessment of his subordinates. This
prompts the reporting officer to give the whole affair
a very serious thought and to take extra care in completing
the APER forms. On the other hand, the respondants that
rejected the inclusion of the section on counter-signing
officer are of the view that its inclusion renders the
appraisal system confidential as ratees are not allowed to
see the counter-signing officer's comments, This is more
so as the counter-ginging officer cculd amend the ratings
by the reporting officer without the knowledge of the
employee. Therefore, if the motive behind the appraisal
system is to counsel employces, they should be able to
see the counter-signing officer's comments or the whole

section be removed from the appraisal scheme.

Reliance on a single format for repcrting employee
perforrance is another aspect that has drawn attention of
management scheolars, In the civil services in the
federation, there is the tendency for rcliance on a
single format as examplified by the use of APER form in
all the civil services of the federation. Stahl Apptly

describes the situation as follows:

Typical annual performance rating, stretched
and contorted to be usable for future promotion
comparism, for diagnosing training needs, for
salary advancement, and for order of lay-off,
tc serve as a stimulus to better performance
and, above all to represent an honest and valid
appraisal, has naturally been found wanting.
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No known method of ordering judgements or

recording them has been able to satisfy such

diverse purposes all at the same time.

Consequently, current thinking has béen

directed toward the use of SQECial methods;5

each tailored to suit a particular purposes.

In order to clarify the matter, the researcher

endeavoured to research into the matter so as to know
the stand of Katsina State Civil Servants on the use of
a single format to report their performance in
respective of the divergencies in the nature of works

undertaken by the respective places of undertakings.

The table below illustrates the situation.

TABLE 4.13

Reliance on a single format for reporting performance.

Response Number %
Yes 24 55.8
s 19 44 .2
No response 0 0.0
Total 43
L+ + 1 &t &t +t =+ 32 3 &+ & 3 2 F 3+ & 2 32 &+ 2+ & F 2 ¢ & F & 3 2 5 351 5 &
Sources Research conducted by the writer in the

various departments of the Military
Governcrt's Office, Katsina.
The question asked respondants is: Do you
support the idea that Ministries/Departments should
be allowed to evolved their own appraisal systems

that suits their establishment?
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The finding as per the above table are 55.8% of the
respondants hold the view that Ministries/Departments
should be given the opticn of evolving an appraisal scheme
that suite the undertakings of their establishments. This
will enable them to consider the peculiarities of their
establishments. However, 44.2% of the respondents are

of the feceling the a single tocl is quite adequate.

Closely related to the issue of allowing staff to
see APER ratings is the issue of giving appropriate
feedback to ratees about their performancee. It has been
observed that one of the mest difficult aspects of APER
is justifying performance ratings to ratees. Little, or
no help is providéd by the form since target setting is
not incorporated into it. At the same time, employees
would like to know specifically what aspects of their
performance need improvement and what parts were
satisfactory. This is the crux of the matter as this is
the cniy way the objectives of APER could be attained,
that is improving performance. Giving feedback to ratees
about their performance will, in addition, ensure that non
job related facters i.c appearance or personality are
not allowed to influence the raters assessment as it is

very difficult to be justified to ratees.

Beatty and Schneier explain the situation as "Telling

people how they are doing poorly is still a difficult
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and anxiety preoducing process for most raters and ratees.
However, ratees want to know where they stand and what
they must do to improve their performance. Thus, feedback

is vital to them.

To know whether Katsina State Civil Servant are pro-
vided with the appropriate feedback or not, we investig-
ated the matter and the table herebwlow summaries the

responses.

TABLE 4.14

Giving feedback to ratees about their performance.

Responses Number %
Yes 19 44,2
No 24 55.8
No response 0 0.0
Total 43 100

RSN T S S S S S EEE S TS S TS ESE s EEESSECEES s

Source:; Research conducted by the writer in the
various departments of the Military Governor's

Office Katsina.

The question asked respondants is: Do you think the
present APER ensures the much needed feedback to employees

on their achievements/shortcemings?

From the result of the investigation we find that
84.2% of our respondants are satisfied that the present

APER system in Katsina State Civil Secrvice ensures that
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employees are given the appropriate feedback as regards
their perfommance during the reporting yecar., However,
55.8% are of the view that the necessary feedback is not
ensured by the APER. This is rather a sad situation as
more than 50% of our respondants have responded negatively
to our questione This is more relevant as it is generally
acknowledged that the most effective performance appraisal
programme allows for ratee participation and provide for
feedback to the officers reported on., This allows
commitment of such officers to the goals of the appraisal

programme .

Another important aspect to the study is to find
out what appropriate step to be taken on the employee
performance reporting format APER. That whether to retain
it as it 1s without any change, tc improve upon the format
or to completely change it with a new cne. It is our
contention here that if employees are satisfied with the
existi-g format they are likely to show more commitment
te the organisational goals. Conversely, if they are
not satisfied with it, they will show lukewarm attitude

to Work.

It neceds to be pecinted cut here that most of the
major studies and articles that have appeared in the
management journals in this country have always been
critical cof the apprtisal scheme. This is moresc, with
the replaced, confidential reporting system. It is a
truism that even the APER system was not spared by such

criticismse
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The pPresidential Task Force on Civil Service Reforms

was very critical of the APER and it called for its

replacement with another ocne. To our understanding up

to now an acceptable cne is yet to be evolved.

To test the attitude of Katsina state Ccivil Servants

they were asked to state what to do with the format as

enumerated above, Their responses are as shown in the

table below.

TABLE 4.15

Retention of the present appraisal system

Responses Number %
Changed 3 7.0
Retained 17 39.5
Improved upon 22 51«2
No responses 1 2.3
Total 43 100

Source: Research conducted by the writer in the
Katsina State Civil Service Commission
and the Department of Establishments and

Training, Katsina,

The question asked respondants is: Which of the

fellowing statements do you subscribe to?

(a)

(b)
(c)

The present APER form should be changed with
a new one.

It should be retained

It should be improved upon.
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Thus, the majority of respondants are of the view that
the present APER form should be improved upon. Their main
conCern is that it does not give room for target setting
as too much emphasis is placed on schedule of duty.

Hence, the accomplishment cf staff are not considered when
appraising their performance. This should give way for a
format that combines with those of target setting. The

two, according to our respondants if combined, will give
Katsina State Civil Service a more reliable appraisal system,
it will satisfy the yearings of both the raters and ratees
as the yardstick for measuring performance will be clearly

articulated,

The next issue the researcher addresged himself to is
the issue of retention of character traits in the appraisal
system. Many management scholars and students alike are of
the notion that by using character traits in appraising
employee performance, we run the risk of zppraising the

person r-~ther than his accomplishments.

Traits method of reporting employee performance is
said to be the most commonly used method of rating employee
performance. In Nigeria, it has been in used since the for-
mal establishment of British Cclonial Administration and
it is still in use. Under the system, the form is designed
in such a way that a list of perscnality and jcb related

traits which are viewed at as critical for job performance.
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Examples of such traits are initiative, loyalty, drive,
enthuslasm, integrity, honesty,reliability under pressure,
etc. In most cases these traits are measured con Ssome
instrument of either 'A' to 'E' or alternatively cne to
five. It is argued by management from the basis of
employee performance appraisal, subjectivity becomes a
major problems. However, there are still some management
scholars who are of the strong belief that you cannot
divorce an individuals performance from his perscnality.

The table below summarises the responses of our respondants.

TABLE 4.16

Retention of character traits in the appraisal system.

Responses Number %

Yes 30 69.8

No 8 18.6

Indifferent 5 17,6
cesmsemmmetOfd)_____ 43 100 .

—

Sour e: Research conducted by the writer in the
varicus Departments of the Military
Governor's Office, Katsina.
The question asked respondants is: 1In your opinion,
do you think that the retention of character traits such as
fore-sight, penetration, judgement, expression on paper,

oral expression etc, it desirable in ocur appraisal system?
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From the table it can be adduced that a considerable
percentage of your respondants still believe that character
traits should be retained in our appraisal system. To be
specific 69.8% of our respondants are in support of its
retention. Only 18.6% of the respondants are against the
retention while 11.6% are indifferent tc the method

employed.

The researcher also addressed the issue of open and
confidential reporting systems. These are the two systems
being used in reporting employee performance. For instance,
we have already seen that confidential reporting system was
in use in the civil service of Nigeria up to 1976. It was
in this year that it was replaced with the cpen reporting
system. The confidential reporting system was faulted by
the civil servants as they felt that it was an unfairmethod
of assessing their performance. Its main characteristic is
that employees are not allowed to see the assessment made by
his emperior officer. That is to say civil servants are
not allow~d to see how they are perfeorming on the job as
feedback is not provided for under the system. On the cther
hand, the open reporting system ensures that employees are
not anly allowed to see but also participate in the exercise.
It needs to be said that openness as examplified by APER
allows for feedback and can lead to corrective action by
both the subordinate whoe performance 1s pojpg3ssessed and
the supervisor who is in charged with the responsibility

of assessing his performance.
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TABLE 4.17

Open reporting system and objectivity in the

appraisal system,

Response Number %

Yes 28 58.1

No 18 41.9
Indifferent 0 0.0
comeodotal . & .

Source: Research conducted by the writer in the
Katsina State Civil Service Commission and
the Department of Establishments and
Training, Katsina.

The question asked respondants is: It is contended

that since the introduction cof the open repcrting system

we stopped having objective reporting system. Do you agree?

The result of ocur investigation as enumurated in table
4.17 above shows that 58.1% of our respondants are of the
view that we stopped having an objective appraisal system
since the introductiocn of the open reporting system.
This apathy shown by our respondants could be explained by
the fact that many superviscrs have developed disinterest
on evaluating work of thelr subordinates on face-to-face
basis. This is because, any negative report could generate

negative response from the subordinate.
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Another reason is that the civil servicé’does not seem to
have provided the supervisors with the necessary skilil
required of them especially in the area of performance

appraisal.

Another important dismension of the appraisal process
investigated by the researcher is the opinion of the
Fespondants as regards the person best suited to assess
performance. This 1s another aspect of the appraisal
exercise that if it i1s not well handled, could create

dissatisfaction among employecs.

To find out the feceling of Katsina State Civil Servants
as it partains to the issue, a list of some officials was
made from which our respondants were asked to choose the
one they conslder as best suited to evaluate their
performance. The table below is sclf explanatory on the

outcome of the investigation.

TABLE 4.18 o

Person best suited to assess performance.

Responses Number %
Immediate . :
Supervisor S 33 ; 7647

An Officer abavoe
the immediate
supervisor 2 2.7

Head of the appro- : .
priate department 8 18.6
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Table 4,18 cont'd:

Response Number y 3
The Director 0 0.0
No responses 0 0.0
= ,_IQ§§_}__===,__,___5_8 ————— ==—=}99*——“—==

Source: Research conducted in the Military

Governor's Office, Katsina,

The question asked respondants is: Which of the
follewing do you think is best suited to assegs your

performance?

our respondants are almost unanimous in responding
that the immedlate supervisor officer is the person best
sulted to assess an employees performance. This is
because 76,7% of our respondants share that opinion.
The immediate supervisor of course is the employees immedi-
ate super risor officer, supervisor that comes across his

work on a daily basis.
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CHAPTER V

CONCLUSICN 3

5:1 SUMMARY:

The importance of employee performance appraisal
in the Nigerian Civil Service in general and the Katsina
State Civil Service in particular is parvasive and
incontrovertible. Human rescurce as we have been elsewhere
in this study, is the most important resource of any
organisation. All other resources have to be activated
by human resocurce. Therefore, without well motivated
work force, organisational development will prove elusive.
Any human grouping that fails to appreciate the importance
of its human resource can neither be efficient nor

effective in its day-to-day undertakings,

Employee performance is generally acknowledged by
management scholars as being a measurable concept. This
could be done by trying to quantity achievement (otherwise
referred tc as result or cutput) and cost or input,

These physical measurement of employee performance against
output a~d input could be related to efficiency, effective-
ness, economy and precductivity all of which could be
subjected to some form of quantification. That is to say
quantification must not always be related to financial

measures,
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In the previous chapters, we have already enumerated
most of the problems associated with the employee perfor-
mance reporting instrument better known as APER. These
problems are mainly in its concepts, contents, and of

course mode of application.

We shall here below attempt to outline although in
a gsummarised from our major findings. 1t is hoped that
the findings will assist our policy makers in coming up
with a widely accepted employee appraisal format. An
acceptable of a fair appraisal format in this wise, is
the one that takes into consideration both the rater and

ratees interest into consideraticn.

From the study we discovered that 87.7% of the
respondants have a fair knowledge of the reasons why
their performance is assessed through APER. Only 11.6%
of the respondants expressed ignorance of reascn why
their performance is assessed. Thus, we can say that
there is a high degree of awareness among the Katsina
State Civil Servants con the role of APER as an instrument

of performance measurement.

Our respondants are 55.8% of the yiew that the
present APER instrument is simple/objective, While 34.9%
of the respondants hold the view that the APER instrument
is cumbersome/subjective. The other people representing
9.3% of the sample did not respond to the question.

This is an interesting finding as it runs contrary to

our first hypothesis which ho! 's that Katsina State
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civil servants are dissatisfied with the appraisal

scheme, It was our feelings that Katsina State Civil
Servants will expresses the opinion that appraisal system

is cumbersome/subjective,

Closely related to the abpove is the issue of
satisfaction and dissatisfaction with the appraisal
scheme, This question also has to do with our first
hypothesis, We discovered that there is no close
agreement among Katsina State Civil Servants on the
matter. This is because 53.5% cof the respondants
expressed satisfacticn with it, while 41.9% expressed
dissatisfaction only 4.7% choose not to answer the
question. This finding, yet, again is amazing as one
would have sought that Katsina State Civil Servants have

no course to be satisfied with the appraisal system.

Another factor that very much affects satisfaction
or dissatisfaction with the employee performance appraisal
system in Katsina State civil service has to do with
its role in promotion exercise. As we h've already seen,
67.4% of our respondants are of the view that performance
as a sessed through APER is undertaken mainly because of
promotion exercise., It is discovered that APER forms
are mostly completed by employees when they become due
for promotion knowing well that they will not be
considered for such an exercise if their APER forms are
incomplete, This definitely does not augur well for

the service,
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Employee apprais2l, if it is to serve as a corrective
devise it must be taken more seriously. A situation
whereby it is done only when an emplcyee is due for

promotion is most unfortunate and must be discouraged.

Closely related to above is the relationship
between performmnce scores and promotion exercise,
This is also related to our first hypothesis. It is
hypothesised that Katsina State Civil Servants are
dissatisfied with the appraisal system. APER scores
have no doubt 2 direct relationship with the appraisal
system. For instance, employee with cutstanding overall
evaluation are expected to be promcted while those with
a *fair' or 'weak' assessment are expected to be omitted
from the promotion exercise, If this rule is not followed,
employees will feel aggrieved and that could have a
negative effcct on their overall production. From our
investigation, it is found out that Katsina State Civil
Servants have mixed feelings as regards the role of
APER scores and promotion exercise, It is discovered
that 41,9% of the respondants expressed the view that
APER scores are occasionally coneidered, They feel
that some other fictors are allowed to come in when

considering employees for promotionm,
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Also related to employee satisfaction with the
appraisal system is the issue cf freedom for ratees to
see APER scores. This is the issue of opennee/hideness
of the appraisal sytem. We have already mentioned that
keeping APER scores away from the ratees is disfunctional
to the appraisal exercise. Certainly if APER is meant to
serve as 2 corrective measure and for employee development,
it must not be kept hidden from the ratee., It is rather
encouracing that we find ocut from the investigation that
72.,1% of the respondants are allowed to see the APER
scorese This is contrary to ocur expectaticn as has
disproved our hypothesis.

Alsc to test our hypothesis we locked at a number
of factors the researcher felt could influence promotion
exercise in the Katsina State Civil Service. To do this,
we provided our respondants with five categories of
cptions from which to choose one, It is discovered that
44 .2% of our respondants are of the view that seniority/
experience are much more considered when promoting staff
than the other factors, Really, a situation whereby these
age .ong rejected factors are allowed tc determine
potentiality for promotion cannot be said to be a result
criented one, For instance, efficiency/productivity
that should under normal circumstances carry more weight
are relegated to the backgfound., This is so because
only 14% of the respondants say that they determine the
promotion exerclse in the Katsina State Civil Sservice.
Training/qualification received only 7% conduct and

vacancy 21%.
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Another issue the study addressed itself tc is
whether ratees feel free when assessing the performance
of their subordinates. It is rather enccuraging that
67% of cur respondants are of the view that they feel
free while assessing the performance of their subordinates.
However, 30.,2% of the respondants had a negative response
to the question. This situation can be ameliorated by
further educating kKatsina state Civil Servants on the

art of employee performance appraisal.

The study also found out that therc is the need t
to incorporate target setting in our appraisal system.
This is because 97.7% of our respondants responded affir-
matively to our question on whether target setting should
be included in the employee appraisal system in Katsina
State Civil Service or nct., Only 2.3% of the respondants

Say No .

When asked whether Katsina State establishments
should be given some measure of freedom tc evolve
different formats to report their employee performance,
our respondants opinions were divided. For instance

55.8% are in support it.

On the retention of character traits in the appraisal
system, 69.8% of our respondants are in support the

retention conly 18.6% are against the continued inclusion
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of the character traits while 11.,6% are indifferent to

the questione.

It is also discovered that 58.1% of the respondants
are still in support of the continued retention of the
open reporting system. However, 41,9% of the respondants
are against the continued use of the open reporting
system. Thus, there is the need for Katsina gtate Civil
Servants tc be educated on the advantages of the open
reporting system, 1If supervisors are well educated on
the system they will be in a position to explain to their
subordinates whatever grading they are given during the
appraisal interview. Also the adoption of target setting
will be of tremendous help to the supervisors as the
performance of subcordinates will be ecvaluated against

pre=determined targets.

It needs to be clearly stated here that ocur findings
have disproved our hypotheses, It will be recalled that
in the chapter cne of this study we hypothesised that
Katsina State Civil Servants are dissatisfied with the
employee performance appralisal. As a consequence of this,
the a, praisal scheme has not served as a catalyst for
improved performance. Our findings as stated above have
not proved either of the hypothesis to be correcte.

Hence, the sagging morale Katsina State Civil Servants

are associated with should be due to some other reasons.
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In the previous chapters of this study, we have
attempted to shed light on the various aspects of
performance appraisal scheme in Nigeria and indeed the w
world over, He have also secen how organisations no
matter their size and mode of undertaking could not
afferd to turn a deaf egr on the appraisal exercise,

This is because 1t could be done formally such as through
completion of complex forms or informally through mere

verbal discussionss

In the Katsina 5%ate éiQil Service,.oﬁr main area
of concern, the role of performance appraisal as an
important management toCl has been well understood by
both the government, supervisors and employees. This is
the reason why the state civil service in conjuction with
the department of establishments and training have voiced
out thelr concern on how some supervisors are not rating
the performance of thclir staff on the basis of their
production. This, they attributed to lack of seriousness

on the part of the supervisors,

It is ones contention here that if émpioyee appraisal
schcn » is to succeed, it must be recognised that the
exercise is nNot carried out as a punitive measure, but
be seen as anh exercige carried out with the primary aim
of allowing the exployee to have a knowledge of how he
is performing. This is with a view to correcting short-

cr . Zrys theéreby resulting in improved performate.
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In chapter one of this study we hypothesised that

Katsina State civil servants are dissatisfied with the
employee appraisal scheme which'conquuently affects

their morale and standard of performance. It was the
perception of the investigator that the low standard of
performance the Katsina State civil service is asscciated
with has to do with the aprmriasal scheme. We have already

seen that this assertion has been disproved by our findings.

It needs to be sfétéd hare that.there are many
factors that could affect the morale and performance of
an employee. The work environment, the nature of the
work itself, the people that man the organization, the
renumuration, the appraisal scheme are just a few of
the factors that can affect the accomplishment of an
employee, In this wise, the low morale among the
Katsina State Civil Servants could be explained by
either of the factors stated above or some cther factors
as employee performance appraisal does not seem to play

any major role.

To sum up, performance arpraisal standards as
Clearly formulated through target setting should be
state. in concrete and achievablc terms to enable both
the supervisor and his subordinate have a clear under-
standing of them. It is these performance standards

.

that will assist the supervisor in evaluatingfﬁheﬁ

performance of his subordinate.
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The standards are easlly amendable to measurement as
such the gradings of the rater could hardly be controverted

by the ratee.

The point being made here is that for an effective
appraisal that will satisfy the yearning of a supervisor
and his subordinate, target setting must be employed.
Target setting ensures that the interests of an employee
is integrated with that of the organization. In the same
vein, the work of the supervisor or manager is greatly
assisted by giving him some form of performance measure-
ment standards. The employee will alsc be at ease with
the system as it ensures that his performance ls evaluated
on the basis of his accomplishment. The personal biases
of supervisors that brought themselves to bear under the
APER system will be a thing of the past or greatly

minimised.

In a thumbnail, the APER systems as currently in use
in the Katsina State Civil Service must be improved upon
to encompass target setting if the desired objectives are
tc be achieved. Any appraisal system that fails to
recognise the importance of target setting (performance
standards) <an not easily be subjected to reliable
gquantification as such contestable. Performance appraisal
sCheme should be viewed as an important instrument for
managing employees and stirring them towards organizational

obiectives,
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5:2 Recommendaﬁions:

A study of this nature on an important aspect of
Personhel Management as Employee Performance Appralsal
canhot be said to be adequately done withcut coming up
with some specific recommendations on how best to imprer
on the subject matter. We have elsewhere mentioned that
performance is a measureable concept. This, we said,
could be done by trying to quantify achievement/result

output/cost/input.

In a typical result oriented employee performance
appraisal, there ig the need for the incorporation of
a number of measures that could greatly help in making
the whole exercise interesting to both the appraiser and
the appraisee. éoncepts like Management BY Objectives
(MBO); target setting and the like are already familiar
to us. But these Concepts are subject to different
interpretations and if not well handled could only
succeed in making things difficult. This is the more
reason why the researcher goes at length in making
specific recommendations that he feels could help in
improving the present format of reporting employee

performahce in the Katsina State Civil Service.

One of the major areas the researcher thinks should
be given due attention is the concept of targe setting.
In the past, the c¢ivil service was not as organised as
it is today. presently, the civil service is confronted

with alot of challenges.
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It is neot only being reformed to live up to expectations
but is also being increasingly exposed to public
criticisms. Thus, therefore, the civil service has to
adjust teo the changing times to enable it cope up with

these new but very challenging developments.

By target setting, it is meant that employees are
designated those things they were expected to accomplish.
In other words, the objectives. These objectives are
reviewed with his supervisor for approval and his accom-
plishments are measured against these set targets. Under
target setting an employee is given a period of up to cne
month to come up with his cbjectives and have them approved
by his supervisor. At the wake of the reporting period
say a year; these objectives form the bases upon which
his performance is assessed. The system, therefore,
gives emphasis to acMomplishments rather than approach

which the present APER 1s criticised of glorifying.

Yet again, ancther important component of target
setting as perceived through the management process
prefounded by Peter Drucker is integration. By integra-
tion, it is meant that there is the need to integrate
the objectives of the organisation with the objectives
of the individual employees in it. This ensures that
employees were committed to the objectives of the crganis-

ation.
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Hence, the present trend within the management experts
is the emphasis being placed on merit system and its
component part viz target setting. The 1988 civil
service reforms have their root to these two basic
elements of modern administration. However, the reforms
appear to be more of a paper work with little or no
attempt at translating its contents into basic reality.
This made it almost mandatory on the researcher into
considering coming up with a format that could be used as
a guide to targe setting in the Katsina State Clvil Service

and all the civil service in the Federation at large.

1f the much touted setting is to be given a rightful
place in our employee appraisal scheme, there is the need
for us to detach it completely from the APER form. The
present arrangement where the two are incorporated into
the same form will not augur well for the civil service
(see Annexture C). This is moresc, as the APER form
when completed and countersigned by the reporting officer
becomes a secrete document that should not be seen by the
ratee. It is also enclosed in the ratees secret file
and other actions could take place in the file that
could make it very difficult for the form to be
resurrected for appraisal purposes. Thus, two separate
forms should be used for reporting employee performance
and target setting respectively. The one for target

setting could be kept in an open file for the
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employce to be referring to on a month-to-month basis or

as he deems appropriate. No secracy should be attached
to it since it is a vital tool that specifies what he is
expected to achieve within the reporting period. On the
other hand, the APER system should be improved upon to
enable it be carried out on a mere practical and motiva-
tiohal principles that could lead to increased employee
performance. It should also be conducted in such a way

as to serve as a morale booster to the ratees.

- I£ is also fécommended that the present arrangement
whereby employee performance in the Katsina State Civil
Service is assessed once in a year should be retained.
It, howewer, needs to be pointed ocut that an arrangement
whereby APER forms are completed on ad-hoc basis is
most retrogressive and unfortunate. A System should be
devised where appropriate sanctjons are employed on
employees who fall to complete the APER forms at the
appropriate time. This is emphasised because the
researcher in the course of his investigation discovered
that a good percentage of civil servants in the Katsinag
State Civil Service complete the APER forms only when
they arc about to be prompted. The Ministries and the
civil survice commissgion (CSC) do not seem to be giving
the appralisal system any serious attention. Thus, the
Personnel Management Department that came in the wake of
the 1988 civil service reforms has a major role to play
here. The Department no doubt has been provided with

all the necessary wherewithal to function effectively.
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It should be in a position to monitor the completion of

the APER forms and the forms for target setting. These two
forms must as a matter of priority be taken seriously to
give the civil service the much needed result orientation.
The completion of APER forms at the right time should be
made compulsory and should be enforced by the personnel

management department.

Ancther area that needs to be given attention is on
the art of completion of the APER forms and target
setting. The present arrangement in which employees
are not trained on the importance cf employee appraisal
system and target setting greatly militate against the
smooth operation of the system. At the moment, the average
civil servant in Katsina State Civil Service looks at the
employee appraisal system as a tool employed only when he
is to be recommended to the Personnel Management Board for
promotion. Other uses of the system that are at times more
important than the above are not even brought into the
limelight. By and large, the appraisal system in all its
ramifications should be exposed to the employees. In fact
an employee needs to know not only the various tenets of
the appsaisal system, but also all other modern management

techniques that could help boost his morale and producitivity.



The aforementioned could be achieved through an
elaborate, seminar, or conference. Thus both the newly
recruited employees and even the older employees whose
knowledge of the system could be updated from time to
time could be made to benefit from such exercises.
Allowing employees to continue to use the same
procedure of doing thins make, employees susceptible to
new ideas thereby negating the spirit of the civil

service reforms.

It is hereby recommended that the present open
reporting system in the Katsina State Civil Service be
retained for its cobvious advantages over the confildential
reporting system. The open reporting system to its credit
allows ratee to have an idea of how he is performing
on the job. If it is combined with target setting, it
is capable of giving the ¢ivil service a new leasec of
life. There is however, the need to ensure that
supervisors are completely made to.understahd the system
as very many of them are still viewing the system as
confidential thereby denying their subordinates of the

much nesded feedback on how they are performing on the job.

The researcher is also of the view that the present
arranygement in which recommendation for tralning is
provided for in the APER forms has not been receiving
any serious attention. It is hereby recommended that

the section be deleted from the APER form -
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Training cf employees could be effeciively handled

through the normal 'Training Circular'., This has beeh

the practice in the Katsina State Ciril Service and it has
proved very effective. The secticn in the APER fcrm is
hardly considered when considering employee for training

purposes.

Another area that could hardly be ignored in a study
on employee performance appraisal in the Katsina State
Civil Service and indded all the Civil Services in the
Federation of Nigeria is the continucd retention of
Character traits in the employee appraisal form. It is
recommended that character traits should be retained as
@ person can hardly be divorced from his personal attributes.
An individual personality could bc a great extent affect his
performance on the job. The argument that where personality
traits and qualities are used as the basis for assessment,

Subjectivity is likely to set in is not very much tenable,

It is as well recommended that the role of counter-
signing Officer in the appraisal system be retained. The
fact that he is given the power to assess the report
before countersigning does not render the whole exercise
confidential. This is moreso as his role is essentially
complimen“ary in the sense that he Serves as a check on the
Yeporting officer. This will make t“o reporting officer to
exercise more restraint while repcr:ing the performance

of his surbordinate.



133

To sum up, the researcher has designed two
separate forms that cculd be used for reporting employee
performance and target setting respectively. The one
for reporting the former is marked as Annexture 'D!

while the one for the later is marked as Annexture 'E'

to this thesis.
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; CONFIDENTIAL OKN. 70 (Ravieed)
ANNUAL PERFORAANCE EVALUATION REPORT

Peniao or Rasony : From To.

Paar Owg
PERSONAL RECORDS OF EMPLOYEE
(Yo he eomnplered by Offcoes in Grads Levels 03 and aboce)

" L]

B, Tl PO O ORI, iissiscsessisssioss x

2 DMEON B e e sovm———————
1. Ministrv/Depaaiment (indicate Sectian/Division) o o s

4. Qualificanons held [Degres, Dinlams, Cerunisars, ei2.) funderline those saquired during period of repor)

5. Date of first appaintment into the Service . o

6. Preaent Sabstantuve Rank.......coocmsmacsssssnsens 3

7. Date apparnted to Subsanuve Rank.....ccianeiiiiearins

#. Acting anporiment heid Juring senod of report ©indicate the portion (10 the nearest month) of the perind spent

m prade

9. Coure: undertaken Junng penod of reonrt . oo ) -

10. Totz! number of davs abwent on sick leave dunng period of report

11, Pamsexr oo
Jab Description :
{a) Staie below inordzr of imparance the maun duties perflormed duning pened of report.

. e e e N
1) State any ad hoe duties performed which are not of 3 continuous nare,
£l

L
—in - -
P e e e e s e S —— -
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Pary Two

12 To be complated by Reporting Officer
Do and the persor. reparted upon agree on the job descriotion «nd the arder of importance (if please
::W the changes wmith him and record any wnre o ved diilersnce bere), i
Yes/No*

S i R . "t

13. Assemament of performance N

How effective i hejshe in the performance of the dutics set ot in 11 /a)) (What is nerded here i an indication,
for each of the duties in 11 (a), of hoil far fie/she has ach,. 2ed the required resulis), A e

4. Aspects of performance

In assesung performance you have already eonudered some ar oIl of (he falliving aspects | would you now
comment on and assess the aspects sepaeatcly. Fach aspeot @ cewnbed inoserms of Gutstanding (A) and
Unsamnfactary performance (E). The three intermediare o nge (1, €, D1 iepresent oehaviour bewween these
extremes.

Kiting *A' ws F" should be gpiven if vou believe it is 2 generally 1rue statement that couid be supported, if neces- -
Y, JF APl sdCuITences,

1 xou feel an aspect of performance not in the Lat ealls for special comment, mention it 3t the end.

e e —
AlR:C'D i
Forcaehe Anucipates problems and | Crapples with problems
developa solition 0 advance alted they anse
4) Pencrration Gets straght to the mota o' s | ! | || Seidom sea below the
problern | surface of 2 problem

(¢} Judgment His decwions or proposals are ] ! Peor perception of relative

™= consstrniiy sound ! | mefits of poor 'ﬂﬂ&lﬂ’

i most fiiuations

* Delewe whichever 1s not appluszhle.

(2]



Alzlcipie
]
By
¥
(d) Expression oo paper | Always cagent, cienr and well | umnblguows, clumsy and
. . st Out . . ohatugn :
- on . e ! H ) 1 N : ,
et - ;
. . l !
i ! s
{#) Orul expression Puw his points dcroas convine i Finds difficulty in express-
cingly and concisely | ing himeelf . :
W ' ]If A o ! . 1
. ' f . »
» L

{fy Numerical Abiliyy (i Accorate in vhe wee and” | | Gew confused with Agieey

= ipplicable} . interpretation of figure : . .

(g} Reladonas with Collezgues  Apprecistive af other neaple’s | Ignorea or belimlen other
lechings; tactful and gnder- prople's {eclings ; intole-
standing of personid orobe [ rant ; does 0 earn ress
erns; enrna great reopect peei

}J ) ' | ' B ' ' v

. !
(A Relxtions with the publie Exreptionally. eflcetive in ¢ i Tait'esa ind cannpt dead
deaing with people of all ‘l wih the publie
typea .
= 1 ! r
{1} Acceprance of reaponuinlity  Seehs andd accepts reaponsi- | | Avoids  reaponmibiliey ;
bility ar - timea will pass it oen whes
paahle.
[ .
. L
() Reliability under ptesaure Pecforms compeienily under i i Fanily thrown off bulanes ;
presquse : ,awt rebable sven under
novmul creumataice
(4) Drive and Detepmination  Whaleheartrd application to | | \ facky  determunavon
tashs ; deternnuned te curry eanily baulked by minor
it through to the vad acihachs
!
S A N
{f) Appheation of profesional;  Highly peedictens in the ; ‘I Deficient in applyng pro-
technical knowlerige (L appli= practival appheavion of pre- feamonalitechnical knows
cabie) fessional/techmeal knowledge | ] I ledge co practicsl issuen
i Pl .
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BT

{m) Management of stsfl

Organises wnd ingpires.maf |

f ; ! ' Inethoient in the use of

{2 applicabile} to pive of their best i st ;| engenders  low

o yoraie
P
() Oueput of work et a preat dea! done within ; Sloppiah in output
anet o Qi Irame o
- [ y "
' e ] It Lo .o ‘. ‘ r 1 L] : ' * ' . r "

Vs
I

(o) Quality of work

¢

Aluntaing very high stane
darde 7 work i urtualy -
ertar proof

‘?_,.

Maintaizs  consisteauy
low atsndards of work,
wource of constant Some
plaint

- . i

* {p)} Puncruality

Reguiaely puncival ot wark

|
|

L

l.

!
i
|
li
|
s

!

|

No regard for puncroality

Tadicate sveral! performanee of dutics by ticking the appropriate Sox Helow, (This 2mesament should refiect the _
performance acrually acheved in the circumsranees which prevailed),

Quistandin, ° Exceptionally efective 3 o
’ BRI
. . S
Verv Gaod Morc Uias generally offsctive but hot postively 2 5 * |
outdanding II
e
Good Genesally effrctive ' 3 I !
1
Fair Perormos dutien moderme!y well and without P !|
. aerigus shoronnings . E—. i
. A —
Dnsatafscrary Definntely ineffective and not up @ the dooem 5!
|
: |
v —
I cernfy that T have seen the convenws of this Reporr and that my guperior has discussed them with me. | have

the {allewing commment to add ¢

Signature of Ofieer reported an

Job Tite .
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-

nectiy.

15, Training Needs
(lo completing this section you should rake zceount of any views expressed by the person reported on)
(o) If, as & result of the assessments made eailier in the reporr, you eonsider that performance or potential

could be improved by training, plesse ipeaily tf

(8) M they cannot be met by training on the job, pleate sugpest, i¥ nomible, in which way they might be met

16, Next Job at the same level
(Ia completing this section you should take account of any views expressed by the person reported on)

Shonld be be conaidered during the next veur for
(@) A diffesent job in the same rauk Yes/No*
{d) Transfer 10 a job at sumilar level in another nocup. ons' yroup or cadre . YeuNo*
ch wnd of job and mive your reasona below.:

If you have answered Y¥S to cither question, sy w

17 Promotability -
9 S a——
{a} Notmal promaotion well hrred | for promotion o i o ] 1
He s 4 prenent i i
= - —————
orfitted  » = _ | ‘ 2
{ (Gndr} I |
or Not fited =x ] ! 3
' ]
| |

Comment on vour recommendation

() Sptcul Promooon (1. seleenion for trainung gradey, grade skipoing or promouon into another occupatonsl

. e —

group or cadre,

He should be specully conaidered for promenon to

5 [Grade)
Give Lhe reasona for yuur rrcammendation :

® Dtlete whichever v notapplicable
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14, Lowg term potcatial ! ' L
at preseot, he scems
unlikely to progress further ’ ! 1 .
e - PR e BT . 1 . : -:__.' :!J; LEAE } .
oo BRI L S vt HT‘-_-:— f R R
of to have patential to rise about vie grade but probably no further } 2
10 : . ' -
ot to have potential 10 rise twa or threr grades . i !.._.......1 i y ,
| . H K ' . i _ ‘ f !
' B N Lm . .
or 10 have exceptionat poteniat : Co ‘ T 4
19. General Remarks -
Please provide any additional relevant information hers, drawing attention to any particular sirengths or
wesknesses, B .

-
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{dy Daie ol Cunnirniaton i) Dase of nexr Incicrnent AT SR

!
|

() Late Wi Agtuig Arspstnt tient dueing the period

R . A

ey ot Sadsnameg Past . [ vovered by the Repur

l ' : L
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In the Hghrof (€) above, sipte the various d! fleult'es encountered In achisving the set targets and the efforts
you and your Superyiscr put in 10 rectily them £, iiimmsniinimsnssasaresrsinssarmnssannsnsossssssssssasnsssssesssssssassn
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Was there any periodic review, of the targets set for you by your Superior to achieve the desired goals 7
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sasnes T T L L L T L L i

T T T T TR

T T e P T LT PR TP}

caRRERssi ERSAS FaEE AESatERNSEIEETEI AINSRREES

Wy Boihe st e fectuve wae beng made of your capabidities i venr present job Yoo

e 2o ot Hlrstis it your abilites vould be Detier psed in v presemt gob v sn another kind of jub?

T T e T T e T T L e AL e LU= POt 1 S S oo mamais

e P T T P P T T Ly T Y T PR PP T
.

RSP RT S P E PR T P TR R PR TS

L
YUY Duning the penod of this report ¢id sou have mob Litstavnun, if not, what were the vauses !

SetRsasissnessannTRARR SR eRT RS AR sninn ssssssssssnseteTassaRa R et s

N L LT T LT T e L T T T T S TR T

o) Any viner commenis an issees not mentonet above T i cenepisnn crmsneesisesninenss
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9. Assessment of Performance

) Did you and the person reporied upon sgrez on the targets
set 7 YES/NO, .
(1] Did yau and the person reporied upon spree on the maln duties performed and the order of

i " importance under the targes ot 7 YES/NO - b
(I not, please discust 1he chunges with i m and recore any unresolved differences here).

B L T T L T T T L T T P ST TP T PP e o
"
-
.
.
B Ll L T P P TS e sansnn LT
'
A i

B T L Ll T LT T TP T P TP e

1.7 Aspects of Performance

I assessing Perfurmanee you sre to dnnsider some oo all of the tollowing aspects and commem on as-well as
awess themn separately, Faoh mpeon s desenibed i teermn of “Owistafding tA) and Poor 1FY"". The four
antermediate ranngs (8, C, D, ) repressi behaw our beiween these gxiremes a3 generally described h.llu' nuies
at theend of this Form, ' . .

-

Rating ‘A’ or ‘F* should be given il you believe it is a generully true staterpent. Either of the 1wo ratings
. -
however, must be supported in parageaph |1 and Ceneral Remarks .

-
I you Tee! that an aspect of performance net o the Las under Sub-Section (1) 10 {4) calls for special
comments, menton it ar the crn'-_ of the relevant Section F

The foltcwing weights are aitaened (9 e gradings *

tvn) Fa Asaias e A T i B

11, Aswsessment of Actual Performuncs Siandards/Ceneea! Abillty

(1 Jub Assessment/General Ability . - (Tiwk only une Bax)

(A ubjectively how tie ul ficer has FatulclolFlr
perlermed Jus set tasks, This may nclede) l',_._
tul How well hedshe undersinds, ormanite: and |
does masher ot i’
1t Mo wel! he'she anplied it her srolfessninals [
Tl b« dininisie atrse r any o '
. mguied knowledy E
iy How much he/she was able 1o accompiish within I
a4 er e leame.
o e Judement tguality of hiszher degrriong and I
soriptesiitienind whier¢ retevand L i
) fl
e Wark apeed and ageuracy [
) "
Litecinveness of commurioa’ ons A B C DL I

N Eapression on paper
el Oral Lapresson

lhmu_’n Relanions @ |
thy  Melatwres with staf? i
by 1 ]
. Relanons with public
b Management of stafl |
Wy Viggliey nl mora !
d N ' L
G BT e ‘
bt e e 8 liguaies e Dang g + J'__.
| g 1l
—— —
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In assessing charncter s, vonswleranen shoutd “ ‘--—- .
be given (0 : 1A | LIRS 1) L
v 1)
{w) Deper hitity twhether he/she is able 1o work ' l I \
cunniently withaul Cloae SUpervinun, nspc. Lee oF cumpu'siun) i . 1
(6) Loyalty to the Organisation’ . I | l
{t) Honesty ‘ : T
i
) ="
() Retinbiliny under pressure N L %
-
te) Sense of responsibility g
]
[} 4 i
() Appearance : a
Please justify the Sradings. ... uurmrsisssnssmssissssnimsmanstesine Matssmansrssasssess
" - ‘ 2
(1) Wurk Habits e ] A l B e DIE]F {
el {) Punctuality at work i E Sl %
() Attendance at work ' f |
Bos 1
* . ! |
iy " Drive and Dererminanon { \
ILF }
t¥)  Resource iflisation - |l

FPTTTTT TP

s JUMILY U0E GEAUIMEY ceseressssnessmisrasnsianansnsssmnssstsandsnass tnsrarasnsssssans abogetbensnrnsonsarasesane

T L L T LT T LI T T L T e LT T e P PR P EEE LR L]

{0y Sunchons B _
Has any diyciplinary action been laken agmnii ine oliwer Juring the period covered by this repon ?

Yis/No

IF YES, give details Of SAnctions, . coisiisssssssnises  sssssansassersesisesnassanasaresneanssnasasnsyaeessssasesendionsnss

T T T T e L T e

() Heward

Hax the afficer revewved any special gommendation (Wulii™) Juring the year tor vutstanding

pertormane * 11 YEL jive del.

PO e TR T LI S LT LE L A

i e srsanaensds SO P
{Tick only one Box)
Y ) Lewageshap Pertotmance r T
» atntclofal ¢
i Boes Reoshe emvograee bsd et sehordoiae s ta deliw werevd ! T T
standards uid measurey ton eliectisenens beioie hing ? ! !
!
(1) Dhoes hesshe sncoutage 204 fran ng, or subordinates o nund lite E_ } [
avissaments of goaly ! | ! ;
i
() Loes hesshe show yood example i terme of punctuabny, eftivemy H
and lagh Jdegree al tesponsiahiey in wharever hgs sine duer ? l !
! |
W) Did he make suggesians Tor chanpessadjust methods/ sroceiures |
that ugmlcantly contiibuie 10 his own wink gr (it ol any { |
i
assocraier subardinates 7 | i

12, Oversll Assement

From the above pssessmente, indicate the overall performunce of hissher duties by icking the appropriate
o beinw ;

1 1 ] ¥ i
A Uumnnd-m;l An exceptiony!ly valuable member of the waffl perlormance is well gbuve the
requited standaid [or the jobh =
Ditnlass cond allsraund level of eflectiv -

i play altrou zvel O ECHVERSSS | periormance meels requirements in

b Very Cood ) irepOrTans j3iks,

< Guod * A comnetent nember of the valt | generafly achieves the wandacds required
[ Sanbacion Campleres all astignment sansiactonds witlum agreed Jare,
I_, e Teth nee dums s sy feooh the regured standard T roomn 198 smprosement



-
"

/

14,

15.

ib.

Indicate trduning nesds necestary 10 irnprove (e porformance o potentral of the ulficer ;

L e L T T e T T T L LT T

L T T T T T T S T R PR

T T O T SO

General Hemurks

I L R Lt RE T T T

sansmsrsiveaansar

Please provide any additional relevar. nformation here drwwive attention Jo any particular strengihs or
weaknesses and tadicate special splitudes (i1 any) demonearated ny g nfliver @

SesisasansasannngEne

D R P T T P PR e S

e T

-

3 .

seasneas

B T TR L L S e
" d

e PP T P PP PP saes
» -

SEgstsarenaternany

P ST PR SRR CER R AL SRAPRE PRSI RS ST Pres
; .

sapsvsassssabamsisnninnn

R T T P TP T T PT LT T T T T T

. - .

Do you suggest the offlcer Tor 1 ! =
o) A thiferen job in theaame grade ? yra/No, 2 -

(01 Dianster o jub at sinitar feve i another awupat:ona) yroup or cadie ? YN N,

Il you have answered YES 1o cother guesiion, 1ay which g of job and gove feasany belaw @

B R L P e P P P e R P PR

SEsssasssei ges s aan RN AR Ena e

.
L L L T LT T e

e E T T ST LI LT L T P P T T TP

Promotsbility

A "Excentionally we!

the nest lugher post

B. . Ready for pramotion

[ 4 Has promotion porentials ; hay compieted the reguwred number of years,

0 Nt yet nipe lor promanon (for aen-Tulf iment of conditiom presernbed fue
promuonien i hme with the Gyideimes au Caivil Service Refurms

E. No evidence of promotion potential at aretent

F Unhkely to qualily as hestlie seems to have reached the limm of hissher

capacny

! qualified, 1he ollicer alrendy yeor s likely 1o stand oyt in o

149
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DLECLARKATION ;
. . .
{Conmumenis hy the njfioer e whor (he evpoet 18 renderced) W i

-
Feertify thut | have seen the contente of thie Bennrt and (N the reposting ol ticer hus discussed them uul’
me. | have the following comments (2 mo e (1 g commenta, ndicale 50 hereunder) 2

T PP N e T PP 7
- -
4
4
& T i J - ' o "
B LT TP DT T T R PR EIEEEELO P : N wanerine
.
.......... PP R T G TR A Ry M P o Ro e oy praup e i
PRy . U= e st tpayc S SO SRt - SO =
. sursseeiVenes I . -
- B T e e R
-
. .
.
- = -
L R T B L L RS ' srnaEen
'
.
DR o aiiiiiinnunissihi iyl sainaTiTs sesoarsinnssruauns v eabaene A S v e e PR e Y
" Signature
i}
.
. DLUCLARATION 4Y REPORYING OFFICER |
5 g

M. o K cipemsenmvsessnnsssnsarasessanenny eeenrranan e eesennesssnesnesessrnserneeneeesess NEre Ueclare that the abusve Report

huas been written with the highest wense of respanatn! ty and te the hesy af my judgmens and with due regard 10
0y CRmIenGe ¢

Signature of Reporing OfICer & Loiveivnsssnnisinerssssssnes

iassanrssanes Besiieas T

Nime 18 BIOCK LEIRTS | «uecrssvnsmrvencasrssnnnsisainesns 5% A N R S A A A SRR IS MA T SRR

FURE TIRIU 2 eerernrarronrensionsenssssbonsnnnssdbsssorsssnsessenssssnsssnsasssnsstass aite r—
L

T ST

-

Mant ¥

9. COUNTERSIGRING OFTTCeR™S BEPONT (The cunaterssgning Of fucer will noemally be the onmediate superor
uf the Repuorting Offuer)
You should cuniinm 1hat you aytce with the Reporting (et s assessment, of idivate in the foregamg
Sechions any disagreements wiinh mas retgn sbigr dowasaanig them wath b Yoo sluwld alses indiate how
trequenily you heve seen the wore ol 1ne persan feooy fenoried opun Adid any Turther adverie comment,
including whether any aspects of the asseisments in the Meport have Seen broveh to the atention ol the person
reporied upun.,

The Ofhicer has served under me for ... saripisasuinsaninpainnves YRBIN BIHE Loessnnnnersspturennrvassaanase ANOBINE,

T B G T PP A R Yl By R A Sy POT PPt PP e : =
Post Held :,...... AN AR SR AR SRS SN AP ES v PN NP SRR B 28
CHBE LBl & ity o s RS haaaiin su s 03 A A AT T Iy b R Al s T S da s r s ev i e

PUIE © rvierisminresanssiamsniend




(1) Drive and Peicrmination
Whole hearted application to task ; determined to camy 1% t'-mqh 1 the end. «

monNe>

Lxiiy Aw)iunn of ProfessionaliTechrical knowledee 111 1p m.ﬁl.‘u’u
Highly proficient in the praciica! applieation of Lol'rumdnn:hnlta.l &mhdp.

hoAae>

— Unbending in his application tr tsks
= Applies mmsell reasonably well 10 5 watians, © « M wem g s e
= Finds dyfficulty m coping wilth sitgatmes, 0 LN :

¥ w Vipt
= Lacks determinaton ; esuly honlkad by minorsethaeks. =, 0 oL v,

o8 @ 15 O et

RETCLULY

. Very pmficient 1 the practical applaanon ofsprolexonal/Techmeal lowledge.
Generaliy proficient in the practical anicanon o profsssional nchrce! Lnowledge.

Not proficient in the pract,

g s of profespuesVischmeal tnowledpe,

Deficrent sn applying meolcusions Aechaical Xnowleoge practical inmies.
A I

" (wiss) Managemerns of Stafl (if Apphcolle) |
A —  Ormganmises and inspires staff 1o p.ncd their best,

monE

Manages them disnnctly well.
They work quite well for um,

— Does agt contm! then very skilifally,

m&ukamdwi

ﬁﬁ)ﬁ.-r-f-ut
Guamdaﬂduwﬁ;:amnﬁ.meﬁw:.

monz>

Lrrnd

Gers thwomigh a bt of work,
Cutput pezcraily satmactivy.

mmm

-

Does ra ner bevy g cvorcied

Sloppesh = cextpes

(xv) Qmaliry of Work

mone>

Mantains wry hepl gandanls ¢

Maumains a mgh e
His work i jenerallc o pood
His periormunce o umeves,

work ig virtually crmr proof,

quairy,

Mannns coasustonilly Jow santards ar work, source of eocdant complaing.,

|

mons>»

Regularly puncrual af worle,

Alwayy punciusl af worg,

Pumcrnuad a0 work ot of the time,

Nt poncrual & wor's st of
No regard fof pues iualiy,

Cw bhme.

(R TSPy |
.’ -

o mn
g
roa

-
-

]
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(€) Period in which you have been aa the sehedule of duty or in the Miniury, a2 the case may be :

o RPN, | | N

12, Comments, If mny, on dutien aerforme! during the reriod o;-m 3

(@) Looking hack on the past year, which jaie asned 1o yor fo o think you have undertaken satisfactarily, fn
relauon o the tasks/ma duties porfonmed din oy S periodd of renort 1 ' :

tassassadatrasnsnransrnanrt e s ety S SRR mad

B T T PP
.

B N I T L T,

L L T L T TR S TR EY

B I

f EmEs s sasEtten EETTTLY

e sassrasapns . =
varesn e

B T T L T LT T L LT T T T

T L R e ET P

(5) What wre the canses or reasons, nemona! of outride your contml, 10 which you sscribe your sucoess or Lack of
sccess 7

sessne T Y TR P

e T PR TE T T L

T Ll T R T T T

LT T LT T T T T AT

T T L L T L T L r T T T T PP

P T T L L L T T P T TP csasssan
.

e T e T T srasss sane o

{c) Do you think that you aeed 1o tre . og or expeni=oce @ erahle you 10 do your job bemter 7 If 50, of what kind 7

e D T T T T T T T abstaatens

B T T T T T N T P ST T TP sesue

D L L T T e L T T R PP Y

ssmnnne -

Bt L T T e T R T LT LT

e P S R =P P g S Y sasmsannsnns .

T T T L T P T

T L L T

B T T T T L L T R T L

{d) s the mont eTective ue beire made of oo canahilines in vour present job 7 Do you think that your abilities could
be beter used 13 your reesenl oh—r wn aneher g of job 1

D L LT e LT e P '

P L LT PP PY PR P T srsames

L L Lt L T P P T L T

e T L L T T T L L PR P R P

T T LT T L e Ll L

LT e e P L srareand.

D T L L T T L T L L L L L e P

T L L T Ty T LT PP T

-

Signarure of OfFCer. .unvneisiiisiarsis sir meaeinns DI ..o cviiiiiiiaiiirmiinibisnsaivinsniiassesnsians



PARY T 0

13. To be completed by Reporting Officer
BTN OF PRRPORMANCE | oo o - s s wiire  aovmsdie o aiie Bl b e o o
. . h .
() Do you and the pereon :cjaried uren agree on the main duties performed and the wiufolimpemm ?
ﬁf not, please discuss the changes wiub Jon wnd reeard any unresalved difference here).

(5) How elfective is beiehe m the performanes of the duries et out in 11(a) aod (5) 7 (What is needed bere is an
indication, for cach of the duties a1l wnc (0, 0f Mow ( Bedshe hag whieved the requied results),

-

14, Aspects of performance

In asseasing performance you have already consideeed sme or 2l of the following aspects ; would yuu now comumen,
on and assens the nanects aeoarnieiy. Bach s et i cowmhed i terms nf Ourrtanding (A and Unuatisfactoryperfoomance
{E). The three intermediate rabnge 0, O, U mepovient beaviour Betwenn these cxiremes as generslly descnbed in the
Dotes &t the end of Uus [orm.

Ratng ‘A’ or 'F° should be given if you beliove it is ¢ senerally true statement that could be supponed, if secessary,

-

specific ocourmences. )

If you fee! an aspect uf perfommance ol on e gt calln far inecial comment, meatan 1 at the end

154
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|l S T"
abln c!g.'gi_ B W oy
_,_j ;--i LR T LR R R ]
(@} F“H‘N Autlcipates seehleme a=d de.. \ In - i Rm‘, has soluvons 1o
Lowalpet e el N Tt 00 WL Svelops solution o sdvapee o ! I . o, !
LR TR I I R or vd CHEi] c0 EY
‘ ] )
B
- { |
" [
, - _ I 1g
1 o 1 " I | | .
(b) Penetration Clets st ht i (e roges, of a - .' Never sees below the sur-
e em . H L'FM.E Uflmm
- - 1 1 i
. - ] i
- - I' ; -
S S
Fi<q .} -
fc) Judgment His decinions of oroDpOsS aee | ‘Mis judgment cannot be
SO sound and w f rehed upon and he often
" fadls 1o respond to 3 pew
| aftdanon
. |
]
{nn Eupfe“am on paper Weosnten wiws A)wavs Cope il I ) 1‘"'”’3““. cjnm, and
orear aitg v Tl owplit o | Fnbm
;
|
! 1
le} Ural Expression Puiy hyy poines ey Con | Finds anificuyity in express-
vingipply amd contisely Ling himself
s J
| ]
1
() Numencal ability of ap- ACCume ' the use and et L { ' Cets confused with figunes
phicable) pretation of fivums | .
| |
[ |
.
b
3 )
| |
(g) Helavons wih Col- v ol g X Ignoees or belitiles other
k“m; o ettial ane oeder ! penpie’s “‘lln.‘:
réing o ersona’ : Lininlcrant ; does not eam
prudiems | eams g rgspect | reapect
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" | i
) N H 3 v N r { !
(M) Relations with the pu'nht - ~=e=Evceptionglly elfective ‘_- o | l[ *| Not very casy m hus re-
% ‘”' W : cealing with people of &l . l Illatmﬂﬁpumhﬂuwﬂk
] T A % T TR B ! ; tpes _- e | ' . f l i
' t{ l
1 1 I
- i 1
' . H ! ?
, RREEE I o
" [ -
=() Acceptance of reapoast- Servs and’ accepls vesponsitil. ; 1| Avoids responsibility
bility - iy we all timen | 1 wall pass it on when pos-
| 1 |mble
| ! ]
; ; B
Ll
. 1|
- - : ’ | -
() Rehahility under puessure erine arreealy unter .| ! Easly thrown off balance ;
s |1 | notreliable even under nor-
- i1 | mal cucumsances o
i | I
1
'
_ < Lo
(k) Dnve and Determsnacon Whowheared appiication W0 ‘ \ }in;mm- Leasse
' ks, detenmuted B Camy [ | iip'lulllid by minor s:t-
Jsi throuph Lo the eral ! f |  hacks
! 3 1 |
[ | |
Pyl
.
(1 !
.
1 ]
th Apphicanion @l preles- rlienly prolicient th the prac- | Deficient m applying pro-
stonalitechncal  know- uca! apphicaton of opofis- | :femoml.a.:chnu:al hnow-
ledge f applicasie) siciabiccmcy nowlcuge | T t I‘edll 1o practical 1ssues
L]
I t
Pl .
i |
s
(m) Management of swll of Urzamngs 2n¢ inspires stalf 10 { | |Inetficient 1n the use of
applicadle) 2ive ol theyr oest _ || suaff engenders low
: ;munl:
|
1
| |
|
]
|
1n) Output of work Grs 1 8mat deal G0NG wit i 2, ~ Sloppish in ourput
T of Ve ! 4 !
P
' \
‘
!
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standards of work, source
of constant complaint

(@) WII)‘ of work M 1D ¥ i‘.. y hig ' |

-
|
N I ' | i " n N »
() Punctuality o arly punial st work| | INoanlu
{ I
- [
- ' II
I
. | ! | |
- S
| ' |
T centify that ! have seen the contenis of g Tepos. Thave e 7o' wing comument (o sdd, sfter having discussed my
disagreements vecr the ralags, if Ay, wih oy surenor, . .

Signarure of OfIcer reported oM ... veesiciniies visssannssssnns Cradelevel... SRR

JOBTERE i s iiiiiaiiamavinisinsiaiisrmsaiipanianprabint syaianabadne F AR S e U e a1 e oL e P e L

-
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15, Trafalag Needs i

fIn completing this section you thould tele account of any views espressed in p"‘fup* 12 by the person
reparted on)

’ﬂ, lf, L5 ] result of the assessmenis nade eaglier v the TN, you considerthat *.;rfm umm ‘muh
impeoved by meuang, please specily Gie needi, .

(b)) I they cannot be met by waimung on the iob, pleass surpest, ' nossible, in which way m?m.m be met.

16 Mest Jub st the same level -
(I compleung this sernon you showld il = arcoust of any views expresied by the person reported on)
stinuldt e be consulened duneg the neat year fo
(o) A Dillerent jah on tie -ame prade YEWNOe
th) Toamber 1o a job at sl ar lewel an wonther sccupational proup or cadre YevNoe

I you have apswened YIS T eelier auesion, saY whoch ki of ‘ob aad grve your rcasons below :

17, Promotability ¢ pre——— ;
(i) Norma! prorstion well Firtsy for promation o i i |
He 1w picsen
oy
. I z
or fined Ao POV SR PR PO pT o e |
'.':'lt"'
t I3
or Mot fitred e



sl it et o

1509

R TIT b

O IPE R VE LI R G S T L S |

-

1BY Spvesnt Prosniinon € v, se'vetion for teaming grades, st mmed promotion by grade skipping of promotion

ey anetlel Enutfwtom o e o alie )

e st e e 1ty Comn dered FOr 3 tinn 10, o cvuein s aineass e vaas

Give the reavos fur your recommembistion

14 Laanp term porentiu!
At gresent het s

bty b feepreas tund e

VeI have [\mrmm! b 1tse 2wt o Srale
It pewdatsd g o tunt g

OF My have pede ittt rse S ur e prodey

19 Genergd Wemurks

eRseresrnions

(Girade)

ta) Tudicute everall pedimmunes of doied by Seking bot tefua, 1Y 4 saeament shou'd neflect the assessment i

perivnmnance w e N et the s@moopu ol Dl s 00 e Boinikeuce 1 Meo o

Cotsbanading Fageptupg'y et lpetive . 1!]

f St
Very tandd Mear tha jenercily effective bttt positively ' ')

A pe ‘ ’
thuw! Centaylly shiestive K

Ll '}
5 -



Rav'vacrervatie

. 5
pobt et 4
4 X
o AN

' () .
. s
’ .

Pratat™ S “u

IR W
©TOONT A AR

v w

UL AR TR T L TR

(3) Pleaswe make & nareative wontsai of the afficer N‘!Mﬁ.’. e e cn vour sontineous evaluation over the
nuitinn win ateprily, as they afTect his'

mng;tn.u Graw ng BEsealie o Lny

. Ay slveris Comamenly B e

Tl has served Unher mae fI008 ..o ieraneiasrsisnsnrssnsanssinssninsiosssyunginins HP grisanaragss

Nuite whbia b leitery .,

PRSP

g
]

FIETRL

b

o Wed T

Crach iivouinennsss

T TP LT
0

T LTI

Wl pevie belore o i refiected here (-

DIB cesconsnnsrnnsssuss

160
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Pary Foup

20 Counterslgnlag OMeer’s Wepart 0Fany ), MThe Coantersionng oMcer will sormally be the immediate superior of
e Wepoinng uilicen),
Yo alwiilit coml o thar you qmc with e oY nl’f'-:er‘l assevrmenl, of indigaie in the M‘dl‘l. sections any

disapreetneity which nay renu LT g ek St Vu el Wl nedicate how frequenly you bave sween
the work o} Uhe pemds rejmort o, Al 2y Dl foevid dinnmaet?, s L ing wietaer 1oy aieats of dic sascasmcis in

s

the ot have DEon boomehl Gy e ATTG a0 B IR TR rr: ut:,
i
e has dervEd UBIET (18 FTOMY oovnenensine o rassanrmarsessnannrssrranns - srarnenss W0 sapannes -
SIGHAUIE o eirnsiasaniaa s s raen rae COWE . cvereeepesres  manerersnss . IR o ovasasrsnrsanansransannes.  ruvsn
-

L L VAT SN S A A PN S FRY g e a AR



Nutes o e ratings of Appets o Peefoomance ' Parxgraph 14
iy Furesighe
A —  Awicipates problems anid develone snluion in advancs,

B —  Fuuh soluiton pronedty o pediems, _
C = Laapples with prablens a Doy oo
0 = CGrargres wnlt prosleon, 2900 ity ane,
E — Karcly nas sciubons i potimns, S
Li) Penctranion J =
A = Gets strmight 1 the mars of & nenhlen,
B — Gerro the mooes af ot 09 2.
C ~— Often gets 1o e nesc o’ 4 pranie n gyeaally,
1 = Seidonn sees belimn Gt wieis ol 2t o,
E == Nover sers feiuwd the striye of a rdise, B
(i) Judyment )
A — s decisiang or proposal, are cansistenly soand and wel! thaught put, ¢
M == Ptk s reasiirhle ¢ W o i) it s O ook e able contribetions.
0 o= Als i of B B 15 iy & A B SR e e L s O Bations we Wb m_
D = Hyydemene tercs oo e et sod Ye pt i eASE 20 G fultave aCTHONL,
B o= Mis gudpnenr caaud e el wpon el e sieen nds o reuead 10 g new Guntion,

.-

Gv) Fapresuon on [oper

A — Whnien work slweys clear, enernt ad well thavet out,

B — ‘Geuerally cvpresses el ¢y sl coniguse oy

C == Wrigcn wiws 0 ponx] enettill (3 gt Ny,

1 — Cunpot express huree'’ clow v mo g, 4

Y —  Andiguogs, humsy as' vhweore, A

iv) Oral Expression

A = Puty is pointa acnes convincing'y wd conciely,
18— e iy [t CTIT AN = L EREAE L ST TR

= bapwrsees b i worgpraely

Y — My competent

1 = Vs evibiuing oot e,

1v0) Mumencod Abality fif Apelweaie)

A = Accupate i the v wn! intermnesation of Cperey

£1 —= Wominetem v e awd Jpeciose ool (e,
= Lenanatly poa! e ot 0 e,

1 == Lacke e amlity v s itsmete fiperes cormedy,
= iy contibased Wik ey,

(v} Felunont winh Collengues

A o= Senwuve 1o o people’s frelingse tactful aml undersiandin: ot personal peoblems, eams great respecy.

B — serenddly Uhen gl reipecind.

= Gty o well wins it o e

D —  Notvery rany oo s el e o,

Eo=— lgrawes of feliit’ey ot semnl=’, feelipes ; iniolemnt ¢ doet o eamn respect,

) Relanons with the Pubiee

A — DLreeptional’y e'lecrive i denling with peeonle of aAlf tynes,
B = L'y owrto! cod eBecuve o dealing with ve b,
U = Carms un #et wil er CEN AL T R

) — G vnwe! drawea ol e bomeir ey nf the publae,
o= et owedy savy 10 ds 16 iy wia the pabi,

{iah Acceptance of Responaitalioy
A~ Secke and aooepis responubilitg ar 21 et
B = Very willim o w@egt fevpaan ol s,
U = Acerpo rmammnsti'ty aor coines,
I} — inclined 0 cetes an pviiieis T coat’d Wil decy'e,

L= Aviidy v Diiy | | oty b o) e @ moaaite, 4

(2} Kelusuliny unider presise H
A —  Palamn comipetently umdes pressure,
I = Peitommns tease Oy well v e (e,
V== Npiiages 1o Ut vaadeT Inesnale,
I — Seldom copey & ok oy en ber pamsiers
£ == Vauly thrown off Salonie | s el = ewen under povaial cimumitances,

162



16%

Annexture 'D?

QTVTT. RRYTATm ANNIAT, PRATORMANCRE Y ALIATION
— e ———— = 4w b T s ey

s -

NV . Mhdm “arm chanld hWa
. :

nroceened o fingl destination

hy 20th af Wanroapry navh succeadine the end of tha

- A T T -
yooe oy oo B
E i !
I
' -
™TMYAR AT DTDADM
. — - - . —-.-‘.
My v "y
I--!—-M.t-‘“ - i W W -
-
g = YY) nama A a®lfiper f"l_\.'-'- !"'_':lf.‘IT'f?\ )
vr.f\ehﬂ/r;:ﬁr
L / - L L I N N N N RN N RENE RN NN RN
LAY g Torenames
b | \J:u'rl"n!)’r‘.‘- L Bt T T &
- L, . e e e A L L B I B BB BB O LB B BB N N N
3 - 3 > ] . '1-<.n‘-.'
Niviaion/ nan/ Col N s evravenssnsosnsssssossarssesnsns
LR B B B O B A B I I A e e e s A A eSS ASS SRS
'J'a D nc::r)r\n'" nanktipniarps

LA B R I I R N B A B I I B BB N N B N

i1, Mute o ©ipas aanpircman y She o gnpyice

Paatk Lo whiph Pirnet angadtn’ ad
PDAn L0 W b S R ] R N I I R R R N A

iy Pregent gnhotantive no: '_‘f""".""‘.r":' Grade I;ev&l
® & 9 2 @ % 8 F e E B e e e s EEREe e MR e s e A e R e s S A s e
n Mmalifiantians "h".‘__’-.'-'-'_”‘ aohtained {ﬁcariemic‘ 1‘1'\;’(‘385-
‘:{T'l"“/m‘"-""“":f?".‘\..------..-.-.-_-o-oo.ooo--oo---o-d-oo

PR I N A I R R A O I O L B R R R B I L B B BN B N R N N N

L NN R AN R R R R AN RN SR RN RN N

LR R I R O R I N B B I R N B B B LU B ]



I

£ Y35

iv.

164

]

Pavrat Sobhine (ATeana rafap tn

e "uF form on tarent
seLting for Ythe vear ‘mder reoart for euidance)
(Mo he comnletsl hy-tha affice renorted unon)
Tookine hae aves tha venn Yoy wonld yvon Pnﬁé yonr
nnrfarmanpn

W Re Wveetlend

'.‘. ‘:f‘“l! Fedalal 2

04 THOD!
f, Woir
"~ M e b o by

What -ire the ecvuzes or rescons porsanal or ontaside
yaur enantra? fo which vou macribe your success or

.

‘ic". 00 B A I I I I N NI R I e

L I I N R N N R R R ]

& & 8 4 A4 @ &S bS8 S S A s PR LA e e E P E e Y PRSP PE R eEEE

LU L I B L L L B B L B B B B B B I B A A B R L
"o von sAn avone yoar main retivities that shoutd

he modefipd, sunnament or dranned? Or are you

f-‘-al‘:w' afina19 Aive rasoane

Do van think that rou resd mor: trainineg or exper-
innpe ta anah'a unn par®arm vansr dah hatkap? If
N whas bipnd n® &y - p———

® % 8 8 * 4 8 8 8 v F 8 e a R R s s R R s e A A e s m A e A" S e e S e e e
® ® & B T a8 & s a8 o .l.l--f..--.'tl'...-........ - " e 8 a8

L R R R R I I I B B B B B I I A B B I I I A A

.

o psabveaeenarny e Yy Lo 1L Lk o warp e

vyon have achieved in

(3] - Al i e gnae
SNVE TEDOTY ' Y P L NI SRR P NN R I RSB ANSE RGeS

.
LR I B R R R R R e T T L E RN RN Y
-
’
I R R I N N N N RN NN ]

i



ey pe s VST = G5

= ' PR RN YT I TR X, PR e
B. A3pects of ovarformanca (Mo he asmoleted by the
I . iy il el Y

-

. nps 'y R fa g et -_-:"tc' e .
reporting of ficer). il i s = ST

Surerviaora are rasueniad, o exhihit th

TV rm Yy "-"al _c o‘zr‘fr"-

of their convictiar wo ¢

& cne vatees the patires

ther feel he desecovys Ramam ian

YESs L Ran “-.?ﬁ?:'..ié.u.r' gradings

“rn +tn Arn prhnaetre ew

shngred hy 3! aiening officer.

Try ro rvaite nep=t “manee whole period

. bk - o Nty ¥ .=
nnder review ng sueh wr “honl? not he
riven to recent Waanan nro «thonld AYso to

* " S - O el - Ll T
angare L't yon are-noi ard"hv. narsonal
i i et U = R, YA v
1i¥an and Nig)liraa s ol 0 e p U T
. : Ll A SR S S T IRRCT
" rady; A
. Frde Apdoy . .
r ~anl eheracEand gt vaabas Fo
e Daraonil gnPracLTarianiar =hnaty i 4
7 r s B Lk B
T 4"5"‘_‘—]-_'.‘._..-— e - - ‘2 —A-p‘-\ed ’ﬁq thq
-y 1Ay rs:a
A - i e R el | -
b LS .
- iaat 5 ."-._.._.,-.,-"r.-,-_-- >
o _— "." il .
b ' - N, Ty
r‘ ‘\ -
- - - J TL APERTL DR TR S s
A N e o s - (E -".‘"‘-‘J'J‘b PN . .
N - . 4 - >l 3 L L s .
) - . ey '-p‘-o.‘.l‘-‘l. .
v Nl 2 Ay ik ¢otdng M a8 A e b e e
Weelvilad ratine : ou ot [ yr it (Ot eie B E
i S AR i - ——_ - L .

“ork outmt - T - g |

ITip by st iun

'
&
Fi

. EES—

LA SN | .: } &‘T‘TGB‘ L S : Pl Ay

Ao ghl

——

]
— —————r—— T
i '
vy Ko oPronnlae oW WOrk e e R S e
— e E— e - ’
' [
iy Al wark e _—
-~ v ]
— v — v -
+3 4 )
1 lew v oV fedn] i
‘ iy . ‘
-
- L -




EHPLOYLE FERFORMANCE . APFPRALISAL: 115 IMEACT:
ON MORALE AND PERFORMANCE IN THE KATSINA STATE
CIVIL SERVICE. . LR

BY
DALHA RUFA'I ADAMU

A THESIS SUBMITTED TO THE POSTGRADUATE
SCHOOL, AHMADU BELLO UNIVERSITY, ZAIRA, IN
PARTIAL FULFILMENT OF THE DEGREE. OF MASTER
OF PUBLIC ADMINISTRATION (M.P.A.)

DEPARTMENT: PUBLIC ADMINISTRATION
FACULTY 2 ADMINISTRATION
AHMADU BELLC UNIVERSITYjy ZARIA



Vi

ABSTRACTI

This study examines the impact of samployee performance
appraisal on ﬁorale and performance of Katsina State Civil
Servants. The study is no doubt inspired by the fact
that there was a growing concern among the citizens of
the State on the commitment of the civil servants to the
cver all development of the State. The State, being at
its infant stage is very much in need of dedicated civil]
Qervants who will direct its affalirs towards a position
that befits the status of a state, One of such argas of
great concern to the Katsina SLate Government and indced
a slzeable proportion of the pcople of the State is
céntered around the commitment of civill servants towarls

the development of the state.

Hence, in an effort to tackle these problems, a
number of factors have brought themselves to bear or have
at one time or another been put in place to curb the
problem of an alledge- saying morale amongst the stato
WﬁrkaTCﬁ;

While conducting this study, I number of issucs
that have to do with employce morale and productivity
were examined with a view to coming up with something Lhat

could explain the said low morale among civil servant:s.

The area, this study addresses itself to, that
employee pcrformance appraisal is an area that management

cf the truism that scholars have shown so much interest in.
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This is bécause of the truism that no organization coul.d
afford to disregard effective employee management and

development,

The thesis is divided into five chapters. The f1.:¢
chapter dwells on the background of the study. It prosonts
a statement of the preblem, aim of the study, signific . ce
of the study, hypothesc s, scope nd limitation of the

study and methodology.

Chapter two contalns literature revicw and the
theoritical framework. The relevance of literature ro o low

to the study is also presented under the chapter.

The structure and functions of the Katsina State
Civil Service as well as the evolutlon of employee
performance appralsal and its apparationalization in

Katslna State Civil Service are trecated under chapter ‘hree.

While chapter four focusses ~n the presentaticn c.

the data collected for the study and its analysis.

In conclusion, chapter five presents conclusicn,

summary of major findings and rccommendations.



