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	CLASS LANGUAGE
	English

	FORM 
	Classes

	COURSE OBJECTIVES 
	To develop a positive attitude towards the implementation of periodic employee appraisal - discussing the benefits of its introduction in terms of the organisation, the person being appraised, the manager and the employee being appraised Learning the methodology for developing and implementing an employee appraisal system. To acquire the ability to freely select an adequate appraisal tool together with its construction. To perfect conducting of appraisal interviews

	COURSE CONTENT

(Division into contact hours and e-learning))


	Content implemented in direct form: 
1. introduction to the problems of the periodic interview system
The place of the periodic appraisal system in the personnel policy of an enterprise
2.1 The most important objectives of appraisal
2.2 Forms of evaluation
2.3 Controversies surrounding appraisal systems
2.4 Requirements for appraisal systems
2.5 Employees' expectations towards a periodic appraisal system 3.
Determinants of the appraisal system
3.1 Type of activity and size of the organisation
3.2 Method of management
3.3 Level of requirements
Introduction of the periodic appraisal system
4.1 Planning the activity
4.2 Training of appraisers
4.3 Preparation of appraisees
4.4 180 or 360 degree evaluation of the employee
4.5 Self-assessment. Taking stock of strengths and weaknesses. 
5 Establishing criteria and methods for employee appraisal
5.1 Relative methods
5.2 Absolute methods
6 Principles of periodic interviews with employees 
6.1 Essence of the appraisal interview 
6.2 How to conduct the interview? 
6.2.1. Expressing respect and appreciation 
6.2.2 Giving constructive criticism 
6.3 Interpersonal communication
6.4 Active listening
6.4.1. Barriers to active listening
Comparing, Guessing, Preparing answers, Identifying, Preparing advice, Associating, Judging, Filtering, Contradicting, Convincing to be right, Changing track, Convincing.
6.4.2 Principles of active listening
6.5 Asking questions
6.5.1. Open questions
6.5.2. Closed questions.
6.6 Suggestions, suggesting ideas. 
6.7 Behaviour during the appraisal interview - tips. 7.
7 Errors in the appraisal process 
7.1 "Technical" errors 
7.2 Errors in the art of appraisal 
7.3 How to avoid appraisal errors? 
7.4 Typical evaluation errors
7.4.1. Lack of clarity in assessment criteria
7.4.2. One-sidedness of evaluations
7.4.3. "Hello effect".
7.4.4. Projection error
7.4.5 Central tendency error - sticking to the middle of the scale
7.4.6 Imitation effect
7.4.7. Evaluation of recent behaviour
7.4.8 Self-fulfilling prophecy
7.4.9. Tendency to evaluate attractive people positively
7.4.10. Contrast effect
8 Feedback.
8.1 Principles of giving feedback.
8.2 Habits that block receiving feedback.
9 Setting goals.
9.1 SMART (Measurable, Ambitious, Realistic, Timely).
9.2. A model describing the process of interaction between supervisor and employee as the "Johari Window" model(Psychologist Joseph Luft and psychiatrist Harrington Ingram.
Periodic appraisal system and other aspects of the company's HR policy
10.1 The periodic appraisal system and the company's pay policy
10.2 Periodic appraisal system and the company's training policy
10.3 Periodic appraisal system and shaping employees' career paths
Periodic appraisal system and dismissal of employees 
Content delivered in the form of e-learning

	LITERATURE

(compulsory reading)
	· Żukowska J., Metody oceny form rozwoju kompetencji pracowników, Wolters Kluwer, 2023
· Jurek P., Diagnoza kompetencji pracowników. Modele kompetencji uniwersalnych, menedżerskich i handlowych, Wydawnictwo Uniwersytetu Gdańskiego, 2019

· Spychała, M., Bartecki, T., & Brzóska, M. Employer branding–nowoczesne rozwiązanie problemu rotacji pracowników. Zeszyty Naukowe Politechniki Poznańskiej. Organizacja i Zarządzanie, 2019, nr 79, s. 163-179.
· Sidor - Rządkowska M., Kompetencyjne systemy ocen pracowników, Wolters Kluwer 2020.

	OPTIONAL LITERATURE (including at least two items in English, either books or articles)
	· Syguła L., Sługocka I., Pierwsza Ocena i Ocena Okresowa Członków Korpusu Służby Cywilnej. Indywidualny Program Rozwoju Zawodowego, CeDeWu Centrum Doradztwa i Wydawnictw, 2010
· Forsyth P., Okresowe ma przegranych w red. Z. Wiankowska - Ładyka, Biznes tom V, Zarządzanie Zasobami ludzkimi, Wydawnictwo Naukowe PWN S.A., Warszawa 2007


