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F1—1 ETHEOERMER (KB £01)

PERFORMANCE APPRAISAL POLICIES AND PRACTICES

Professional Manufacturing/
Technical Clerical Production
Employees Employees Employees
Issue Managers  Union Nonunion Union Nonunion Union Nonunion
Percent Covered - 87% % 90% 7% 87% 40% 81%
by Formal Perfor- (CYap) (51) (461) (76) 7)) (151) @317
mance Appraisal
Program
Average Age of 14 18 14 19 13 17 13
Program in Years (374) @n (368) (26) - (368) Toun (238)
Average Number Y 1.1 1.2 1.2 1.1 1.2 1.3 1.4
of Appraisals 421) (34) (406) (39) (402) (66) (255)
Per Year

¥) RROLEBPOZLBRLE, () REEXH /4 XT, BMECEE L -WEFR45 05 b0, YUBRMHEECEE
L EEFROBTH S, : .
BEFID issue 12, 1 TE»SIER
ARDAREEFHENBA I HHEROEE
HIENKET (BB ThTHLORHEK
1EDH ORHEEEK
FEROMEMHEBE DEIEY, EEHEB LI,
HAT) U.S. Department of Labor (1989) ® p.56.

®1-2 EEVEOBRAMK (BFX £01)

X R (%)
28 151 (82.1%)
TERO—BL—MRKA 18 ( 9.8%)
HERDH 13 ( 7.1%)
£ Ofts 2 (1.1%
BEE&HE 184

) EEXR, RROSHAMCISARYABLLE,
WA HBTRFRF (1987, £) OTH,

£1-3 ETHEORAME (BEF £02)

% & (%)
SRR (BRAYR) 153 (80.5%)
BRELTORRA 18 ( 9.5%)
BREARBLTOWNRA 4 (2.1%)
FRELTOERR 10 ( 5.3%)
£ oft 5 ( 2.6%)
BESEH 190

FE) TEoff) 12, “BRELE" “GRE75RUE"
‘WY - BERRBOART pd,

) BES, FROSHEAMC L ARy E L1,
WA BEENERS (1986) D IH,
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®1—4 BEEELHETEOERRBN (BX)

(€329
BERE — #& B o -3 ® -3 ® E:3
EREHE | IR | 2R | B3R | 4R 1R 2R | 3R [4KR| 1R 2R | B3K|4KR| 1R | 2R | 3K | 4®R
ERE ETSU| 153 48| 93| 31| 133 124| 53 8| 129| 114 25 1 112 39 3
GEIFA 69 7
BEISA 81| 64 6 123 7
RE2 5 A 3 9 3 1 1 17 1 18
BER75 2 62| 57 3 8] 8| 13 11 97| 18
ABEIFA 13 5 1 31 12 1 2| 23 6 23
# Y% & A 5] 10 16 71 2 4| 10| 62 12 80| 26 1
# -3 1 4 6 2 6 2 2] 1 7 1 9] 13 2
HAT) BEFaRE¥ KL (1986) D 12 H,
F2-1 EEDOFFE CKE)
Performance Evaluation Techniques
Percent of Companies*
Nonexempt Exempt
Office Professional  Professional  Supervisors  Middle Top
Production Clerical  Technical Technical (first—level) Management Management
19 (232) (222) (225) (238) (228) (167
Methods Used in Perfor-
mance Evaluation Process
for Each Employee Group
« Rating scale 67% 67% 653 559 569 50% 463
 Essay 48 53 55 60 59 63 61
» Checklist 40 34 35 28 28 25 21
o Critical incident 18 18 19 19 19 18 19
* Management by objec-
tives(MBO) 11 22 24 44 44 49 56
» Ranking 10 7 9 8 7 8 7
+ Other 3 3 3 4 3 4 4

% Percentages are based on the number of companies with a formal appraisal program for each employee group.
Note : Percentages may add to more than 100 % because of multiple responses.

) BROFERLTOLEHTH S,

Rating Scale : FERERE, FEHREThEARNRBECTREN, EEELED | SORMY RIRT 5,
Essay : fouisk. PREY XETHEL,
Checklist : B&¥k, SEORMHEEATREIN, EEERRETELEEOICF = » 7 %21 5,
Critical Incident : RA WG, BYRTORTICREN TS - LHEEY, EEENERT S,

MBO: BEEEEE, BECE/BYEREYREL, thiEEE L RETENEERT 5. HOUMORKI, TOXTRRL EEENE

hc -

Ranking : FFlE. BRfiiC Lctio T, ERERBEEECLHTRELY 0T 5,

FPO "Exempt” iKEOLAEHMERENERTIHAETH - T, BMANHRSYERENTHL S BB O WHAEY E%RT
%, "Nonexempt” ix, BsHIA MRS Y ERELFTLSBBOD 5 HEETH S, "Exempt” 2 LMBEBEYRERTOC, BELEY
LBETRMER T 218, LIELERVWSQhD, MK, COERERTYEBLT, XKETIRAERTS 75 —ICBRFY
B¥Hbhicvhh, BRTRERTI A b S —DOH - CARRYIERTIORFPLELERLE, L, ZOFTRIW|O TR,

MEERD (1993b, 1995b) ¥ BB I hicl,

HAT) BNA (1983) @ p.6.
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£2-2 EEOFE (BK)

F & R ERH O WER O JFMER  999ALIT  1000ALLE
REFEE (RS) 82 51 31 59 23
BMR— (RS) 4 25 20 28 17
RRAREE (RS) - 16 8 17 7
7= 7R b (CL) 8 5 3 7 1
®yuEE (CL) 5 4 1 2 3
R EEE (CD) 2 1 1 2
AWILEE (Ra) 9 5 4 4 5
BRSBTS (Ra) 13 6 7 7 6
RAERE: 30 17 13 15 15

. BRR&E 12 7 5 10 2
BAS 7 2 5 4
EEKHK 163 % 68 114 4

#) RRECRFEORMAKBELAD Y, TOBBAKLI-T, £2-1 DHEE () ARRA

L,

RS : Rating Scale

CL : Checklist

CI : Critical Incident (JREIBIBE oV A%, BEELHHL SHER TR D)

Ra : Ranking

RAXZBER, JREOBB TIX Overall Rating TH 5., B2 — | CREOMHRIEIA

3, FEE LTI, RS (FEREHE) Kifiv.,

BERGER, FROBBTIE, k&, B8, B, BEORKOXATEET S HET

33,
AEEETHD,

WEH, FEOMS THRYEEL, FEOBHRLYEE LI,

HAT) BEEX ERS (1986) D 15 K,

REHSMARTAFME  No.449,/1996.4



. ®3I—-1 HETHEORS CRED
Purpose of the Appraisal and the Appraisal Form

Percent of Companies*

Nonexempt Exempt
Office Professional Professional  Supervisors  Middle Top
Production  Clerical Technical Technical (first—level) Management Management
(119) (232) 222) (225) (238) (228) 167
Performance appraisals are
used for-
o Determining wage/ .
salary adjustments 8% 86% 86% 87% 87% 87% 87%
* Making promotion
decisions 75 79 79 79 80 80 80
» Developing communica-
tion between supervisors
and subordinates 72 73 74 T2 72 71 71
¢ Determining training
and development needs 70 71 72 72 72 72 70
¢ Human resources
planning 31 37 38 40 40 42 44
* Developing skills inven-
tories or other employee
information systems 21 20 21 20 20 20 21
o Determining order of
layoff/workforce :
reductions 17 16 17 14 13 13 13
o Other 1 2 2 3 3 4 2

% Percentages are based on the number of companies with a formal appraisal program for each employee group.
Note : Percentages may add to more than 100 % because of multiple responses.

) BMOXER, 1785 5HKR
e/ B5REBDORE

AEDORE

EELBTO= =0 —v s vORE

K L EENBROLBORTE

ABRFIE
RRRADOBE—RRLEREKAMBY AT 2OFR
v4 7 /BADIEFORE

T Oft

FEROMEMABOEEY, MENLE LI,
HFT) BNA (1983) @ p.12.

®3I-2 EFHEOEH (BX)

100 300 1,000
EEEM j%: 3 QAL -299A -999 A —2,999A 3000 ALLE
A 183(97%)  22(100%) 53(95%)  55(98%)  21(95%)  32( 97%)
KEERS  175(93%) 21( 95%) 52(93%)  53(95%)  21(95%)  28( 85%)
RERE  162(86%) 12( 55%)  44(79%)  52(83%)  21(95%)  33(100%)
HERE 86(46%)  T( 32%) 18(32%)  22(39%)  14(64%)  25( 76%)
HEHDIE 97(51%)  8( 36%) 23(41%)  28(50%)  12(55%)  26( 79%)
=Y 140 7%)  2( 9%)  4(1%) 3( 5%) 3(14%) 2( 6%)
EE&HH 189 22 56 56 22 33

&) RROREANMCSD [0 (8%) RELToicn] OFELEB L,
FR D MR - FUHRC L DR ER LI,
FEROBMOBHUREEE L,
EESHBICAT2EREENOR S HH L,

AT BIEEEEHS (1986) D8 H.
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®4-1 RESHTORE OKED)

Formal job Analysis Programs

Percent of Companies

All By Industry By Size
Companies Mfg. Non-Mfg.  Non-Bus. Large Small
(Number of companies) (197) (65) @ (48) @;n Qo
Organization has a formal job
analysis program 61% 58% 52% 81% 70%  55%
a2y (38 “o (1)) (6D (60)
Methods of conducting job
analyses:*
* Employees complete question-
naires about their jobs 63 55 68 64 77 48
« Supervisors are interviewed 63 68 59 62 64 62
« Supervisors complete question-
naires about subordinates jobs 57 53 59 59 59 55
« Employees are interviewed 42 53 36 38 49 35
* Employees are observed 24 21 18 33 21 27
* Other 12 16 7 13 12 12

% Percentages are based on the number of organizations with a formal job analysis program, as

shown by the preceeding row of numbers in parentheses.

&) FREO1FIE0OEKRIZ, L2roIHIZ
AROBY T 7 = 7 5 2 HOMMIZ,
BT OHE

» PERAH B 5 ORBITOV-TOHEMEICEA

s EEAhsoMERY

o EEHRRTOMBIZOV-TOEMMIIEA
c RERANLOMBERD

c fERAOHE

* £Ofi

ERSBI2, Mig.=Mk3k, Non-Mfg. =%, Non-Bus.=k2FI
AWML Large=1¢ KR 1000 ALLE, Small=1000A K5

HAT) BNA (1990) @ p. 4.

KEHESRBERRFMTE No.449,/1996.4



4 -2 BEEER CKED

Job Descriptions

Percent of Companies

All By Industry By Size
Companies Mfg. Non-Mfg. Non-Bus. Large Small
(Number of companies) (197) (65) (¢1Y) (48) @®’n Q10
Organization has written job
descriptions 89% 89% 82% 100% 92% 86%
(175) (58) (69 (48 (80) (95
Job descriptions are reviewed:*
* When job duties change - 73 79 74 63 75 71
o When organizational structure or
reporting relationships change 46 47 48 44 50 43
o When vacancies are filled 31 29 33 31 25 37
¢ Annually 31 10 33 52 29 33
* Every two or three years 19 17 20 21 24 16
¢ Other 7 10 7 2 9 5
Employees are given a copy of the
job -description for their job* 69 50 71 88 68 69

% Percentages are based on the number of organizations with written job descriptions, as shown by
the preceeding row of numbers in parentheses.

&) FRO 1FIBO#%Z, Eb SR
R LWL HoERIT,
RYCLW1RREEh DO,
cBBABREDLIL X
cHBOMED DV BRBRBIZ OV THET X LFREDLL L E
BN S BBICHERAN O L &
C4EIZ 1 @ ‘
¢ 2—3%4iX1HE
« FOffh
REARBHSOBBOBRBRLEBY 5L LR DD,
HifT) BNA (1990) @ p.5.



 R4-3 BESHOER (BF)

E 4 |22 %|swuals n o\l B DEFRE < g
A OE E R M| 1000 19.7 8.4 32.1 33.2 6.6
5,000 A B k| 100.0 52.3 5.4 21.2 21.2 -
1,000 ~ 4,999A | 100.0 37.3 7.4 29.7 2.1 0.5
300 ~ 999A 100.0 29.8 8.4 3.4  23.4 3.0
100 ~ 299A |  100.0 2.0 8.8 1.8 24.5 3.9
0~ 9A| 1000 17.4 8.2 29.2 3.2 8.0

D & ®| 1000 17.2 4.1 24.9 48.8 4.9
E® ® ®| 1000 16.3 6.8 32.6 35.8 8.5
F % & %| 1000 20.9 6.7 31.8 3.6 9.0
G mFEM-AFR|  100.0 21.0 11.4 35.0 29.3 3.3
H & M-G®R%| 1000 2.2 9.5 33.6 2.5 2.2
I R & | 1000 2.6 8.5 0.3 © 3.8 3.7
I OE W-BMmE| 100.0 14.8 12.1 29.7 4.2 3.1
K R -7 - 100.0 3.7 1.2 39.8 15.3 1.0
Kl - MR : :

L #-tak 100.0 18.8 7.5 2.1 42.6 3.5

HAT) HMAETHHMIHBR (1976) © T4 H,

£4-4 BESFEROHA (BX)

FIRR®R FHTE AL

FIBLTW3 99.1% (100.0%)
ER, REARERDOLYD ( 50.4%)
BHEREX O ( 43.9%)
BBRBELRED D ( 31.9%)
AEERD D (38.1%)
HEIIHD 22 (25.8%)
HREEOID “( 42.6%)
ERAEEDD ( 31.9%)
0t ( 0.0%)

FIA LTy 0.9%

WA $MXEEHFHIMEE (1976) O 76 H,

ABHEFEFRF#E No.449,71996.4



£5—1 ATOHEER CKE —HBREXR)

TOBERYFMETLHL
—RERR EELI-E£EOHE (%)
Office Employees EHRERR

Quality of work HEDRE 93%
Quantity of work twok 90
Initiative REH 87
Cooperation/ability to Bk s e

get along with others 5ELPoTW L 87
Dependability BE% 86
Job knowledge WX 50 85
Attendance BE 79
Need for supervision [. %120 3 67
Other factors TOMDOER 33
(No response) (EEE) (3)

Production Employees EER¥ER

Quality of work HEDOR 91
Quantity of work HEok : 91
Dependability 113 86
Attendance BE 86
Job knowledge RS 50N 85
Initiative REH 83
Cooperation/ability to BEY/hE L )

get along with others 53 RHoTVKTE 83
Need for supervision EgOLHE m”
Other factors TDOMOER 29
(No response) (EEE) 3

) RREPHERD - CEBAMIIOARZ, KRILELNEVOTERE LI,
REZREEEXOHRY - E&iZcv, FROABICEELRRYF L,
[EEOLE] iz, I{EAIKIERD 1 OT (EEEOMBHERDILE
Wir, BRI LEVEDOEBEDONALYER LIV T, HETE
NRBEEETCELBE) OZ L TH5 (Bernadin and Russel, 1993, p.
383) .

BNA (1983) RFFHEREFELWREL T\ oLy,

HAT) BNA (1975) @ p.4 .
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£5—2 EEDHFHEEXR (BF)
—BE (%) FEIFA (%) BHRE2IA (XK)

lix_ 32 4 151(90%6) 132(84%) 99(66%)
H®OR 156(93) 141(80) 120(79)
nax 141(84) 117D 59(39)
Bk 157(93) 130(83) 83(55)
L L1 162(96) 145(92) 108(72)
REH 150(89) 142(90) nran
X5 50 157(93) 146(93) 108(72)
Bt 116(69) 86(55) 52(34)
ERE - HWL 112081 136(87) 131(87)
il - £EH 88(52) 127(81) 135(89)
bas Pl 79(47) 112(7TD 128(85)
wN - EEN 43(26) 127(8D) 142(94)
E32h) 69(41) 57(36) 55(36)
et P 75(45) 77(49) 85(56)
*h 34(20) 28(18) 53(35)
BRE 50(30) 36(23) 28(19)
2 1 42(25) 44(28) 43(28)
IR 2 1D 2(D 1cn
e 2(D 2(D (D
Ot 9( 5) 10€ 6) 8(5)
EESLRE 168 157 151

FE) ARARLOME (EX) kowTik, AREECEEA T
», @EThTV3,
[Eoft]) iz, FRL, BRRE, REER, FEH, REH, BH
B, SMER, =€I6, BEKE, BEcETH A,

&) AgEETHs,
BEIFSEBEICHTIEREERCEAE L&EOXY ( ) A
TEERRALL,
RRICWEERORYA - EHIZTV,

HAT) BAFEREERS (1986) D 1T H,

®5-3 EEDOFHEER (KB FEME *o01)
ETHE Y HOLEPIBT DHE (%)

FMmER

Managerial Skills
Achievement of Goals
Personal Traits

Job Behaviors
Potential

Other

EEEE
BEENE

EARKH DK

BB LOTYH
bi-2:3-W3]
O

E) RRCHDERT - CRARFOHRZ, KELELHV-OTER L,
FEEROXBWESNREYF LA,

WAT) BNA (1974) ©

p.5.

KEHSEERTAME No.449,/1996.4



#5—4 ETOFEER CKE FEBE £02)
_Items Evaluated by Performance-Appraisal

Systems, All Industries

Number Average

Item of Mentions  Rank!'
- Achievement of specified performance

FESUILS  +reesrerrseenssrranoranonssrnsnnesssencannsas 429 1.1
Evidence of specified on-the-job

behavior  ceeesesreersesssnsennnioninietiiniiniiin 366 2.5
Evidence of general management

or professional skills «-seeesesesesscsrscsesucnes 377 2.6
Evidence of promotion potential «ee-cceeeees 322 3.9
Evidence of specified

personal characteristics ~— soreeereeeesesnnennns 289 4.3

'1=most important

) EREREOXER, 1fTELLIARSEDLEH TH D, 59 B
CTHEFMEHEDOLBYEENHEL, () AT S,
AR TOBME (93%)
AR BB R OTR DI (80%)
—REOEED D\ ITEMBBEDOEL (82%)
RHETEHRIOEH (70%)
AR EADKEDIEY (63%)

HiFT) Peck (1984) @ p.17.

%®6—1 HHIBEOEREKRR CKED
Forced Distribution Practices, by Industry Category

Forced Distribution Practice

Formally Done Informally Done Not Done
Industry Category Number Percent Number Percent Number Percent
‘Manufacturing (N=228) «-eeeeeeeeee 29 13% 82 363 117 - 51%
Banking (N=133) cccccereccaranionnens 9 . Ts 50 38 74 56
Insurance (N=82) «reeesresseressures 7 g 32 39 43 52
Diversified finance (N=11)  «----* 1 9* 2 18 8 72
Total (N=454) eeeeererersannnens 46 10% 166 3% 242 53%

*Percentages do not add to 100 because of rounding.

HiBT) Peck (1984) @ p.20.

£6—2 HHFROKRKERR (BF)

BE&EH (%)
CRELT B 89(49.2%)
114(63.0%)
EROBHCIHRIS 25(13.8%)
KL TV IR 67(37.0%)
BE 181

¥E) RROSRFMFIE LB LI,
EESHRBICNTHERDOK Y () ARESEH
AL,

HAT) HBITHPIRER (1987, F) O3 H.



LI

®6-3 MAMFMEAMFEORIKR (B4
EE QY F)

R CFE S & TEET 2

By, FMEER, BES

70(38.3%)

ERFMTRE (32.4% =H#D12.4%)
AR TR (67.696 =B D25.9%)

EhRIcD 113(61.7%) 112
Ric»EH El: o aUE - Y/ 25(22.3%)
BEEE) FEERCIHRRD 10( 8.9%)
B h RIS 84(75.0%)
Z0ft 2( 1.8%)
) BErEENBELHE LI,
REXRICEDRAAN,
RROBEIEYZEL, CRBRFIBLEE L,
HAT) HBITHRERER (1987, L) D18 H,
R7T-1 ATHEROBHNE CKE %01).
The Appraisal Process
Percent of Companies*
Nonexempt Exempt
Office Professional Professional Supervisors Middle Top
Production  Clerical Technical Technical (first-level) Management  Management
(119) (232) (222) (225) (238) (228) (167
Extent of employee partici-
pation in own appraisal
process
* Employee is presented
with final evaluation and
may document reaction
or disagreement 75% 76% 75% 69% 693 67% 64%
* Employee and appraiser
discuss performance and
develop final evaluation 23 28 31 36 37 338 41
* Employee has no input 8 5 5 4 3 4 4
Completed evaluation forms .
are reviewed by-
* Evaluator’s immediate .
superior 87 88 89 88 88 86 84
 Personnel department
representative 71 70 69 65 65 62 63
* Appraisal
panel/committee 8 5 6 5 6 5 4
» Other 13 13 14 16 16 18 19
* Appraisals are not
reviewed - 2 2 3 2 3 3
An interview/meeting to dis-
cuss the employee’s perfor-
mance with the employee is-
* Required 94 95 95 93 94 92 92
* Optional 5 5 5 7 6 7 7
* Not conducted - - - - - 1 1
Employees are required to
sign the final evaluation form 78 80 81 79 79 76 80
Employees are permitted a
copy of the final evaluation
form 71 76 76 76 76 75 76

% Percentages are based on the number of companies with a formal appraisal program for each employee group.
Note : Percentages may add to more than 100%because of multiple responses.

HFF) BNA (1983) @ p.10.
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R7T—2 EEHEROBHE CKE %£02)
FEEDBACK OF EVALUATION TO EMPLOYEE

A. Evaluation is discussed
with employee
Office employees
Production employees

B. Employee is given a copy
of the evaluation
Office
Production

C. Evaluation becomes part of

employee’s permanent
personnel record
Office

Production

D. Employee has the right to
protest or appeal the
evaluation
Office
Production

% of Companies with Appraisal Programs

Type of Industry

Size

All

Mfg.

95
94

23
20

94
97

54
60

Nonmf{g.

Nonbus.

Large

Small

Companies

100
100

18

88
70

45

96
100

43
43

93
95

75
81

94
97

31
31

88

59
66

99
97

23
19

93
95

55
70

97
97

20
24

92
92

56
68

HFT) BNA (1975) © p.6.

R1-3 EEBROBHE (KE %£03)

RRROELM

RERDI AV W

FREHFBEOER®

x5
L 24
*8
5
L 341
*5
L 3]
L 2]
L 2
L 31
¥4

W 00 3O O WK ==
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- o

~0000~00000

O00Ox0-~=00000

~D>O00~=x0Ox0x

B) (TRENFEOEEER) L, #RBEOBEMIAMIhIEEETH S,
el X, WH2 TR, (B OBEREETRKRCILIAART ALY LT
LLEBRLERA, ThRMIIERTIOR, ETRRIZ XD tBEBLAVMN
fThhicivwbziTd.) ThHH, ¥F4 TR, ERAOBARZONMTHEE
TeRBLRAETH LT LIAE L, LH L, REATREREZA,
ERMEBLAVHTDALI &Y, FhRRERETS,] T3,
RFORBOEKIZOPT¥DLEBY,

O &)
x felL

? FY (R-CHRTERERDLLIDETRD D LM ER D)
A TAE] TRERE] (TAE] ¥ ERAL~-27TI5MB Y

A7) SHRM (1993)
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F3—1 EEHEOCBHOEL (BF)

100 2,98 o7 . 07) wnsns
: (] mama9%
7] mues
50
43]
12| |
7 |-
b
iE
-9
&
HF) MEEREBS (1985) O 8H,

BI6—1 ERRERICH7-18 5T &4 it (B )
ELORE: -
knR%L3

1 X35
BMM
e

AREM
B0 B
BR

0 50
(%)
W) HBWTRHFRA (1987, £) D19 H,

ARHSMBRRFMEE No.449,71996.4



H7—-1 EFERROBUME (BF £o01)

_r_rOrOrOaOaOaOOOO

HEVY<SHE
BEHRoe

AN wmﬁ&_l_mr?t

M NN REFOO &

UNEFOope

HOHPR oW
H<LLUBOIe

N
S

-
']

EL S

HRE ST L L
LS

MEETVS

WRERQUSw

HAT) BAFEEX Hie (1986) @ 27 H,

M7 -2 FEEHEOBNE (AKX £02)

(

)

) 3R TV 2] T2.7% (921 A) ¥ <—ARLIcL EOKM

wm)lmuﬁtv;—(w%)owl.
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