· TASK 2 Analysis of data and graphical representation (AC 2.1, 2.2, and 3.3)
Table1-Perfomance data:
1. 
	 
	 
	 
	 
	 
	 

	Administration department 
	first quarter 
	second quarter 
	first quarter %
	second 
quarter %

	outstanding
	2
	1
	20.00%
	1000.00%
	 

	meets set individual KPI'S
	2
	4
	20.00%
	4000.00%
	 

	not quite there yet 
	3
	4
	30.00%
	4000.00%
	 

	underperforming
	3
	1
	30.00%
	1000.00%
	 

	 
	 
	 
	 
	 
	 

	Total
	10
	10
	
	
	 




	sales department 
	first quarter 
	second quarter 
	first quarter %
	second quarter %

	 
	 
	 
	 
	 

	outstanding
	0
	0
	0.00%
	0.00%

	meets set individual KPI'S
	13
	13
	100.00%
	100.00%

	not quite there yet 
	0
	0
	0.00%
	0.00%

	underperforming
	0
	0
	0.00%
	0.00%

	 
	 
	 
	 
	 

	Total
	13
	13
	
	




	Logistics department 
	first quarter 
	second quarter 
	first quarter %
	second quarter %

	 
	 
	 
	 
	 

	outstanding
	4
	5
	20.00%
	2777.78%

	meets set individual KPI'S
	8
	9
	40.00%
	5000.00%

	not quite there yet 
	6
	4
	30.00%
	2222.22%

	underperforming
	2
	0
	10.00%
	0.00%

	 
	 
	 
	 
	 

	Total
	20
	18
	
	








	research and development 
	first quarter 
	second quarter 
	first quarter %
	second quarter %

	 
	 
	 
	 
	 

	outstanding
	3
	5
	30.00%
	5555.56%

	meets set individual KPI'S
	3
	3
	30.00%
	3333.33%

	not quite there yet 
	1
	1
	10.00%
	1111.11%

	underperforming
	3
	0
	30.00%
	0.00%

	 
	 
	 
	 
	 

	Total
	10
	9
	
	






2. 
	 
	 
	 
	 
	 

	Employee name
	Salary
	Bonus Q1
	Bonus Q2
	Total Bonus

	 
	 
	 
	 
	 

	Robin Bird
	31500
	1260
	0
	1260

	Saffron Finch
	24000
	960
	960
	1920

	Sally Rigbye
	23750
	950
	0
	950

	Julie Chisnall
	19500
	780
	780
	1560

	Rick Lovall
	19500
	780
	0
	780

	Gill Jamieson
	19500
	780
	780
	1560

	Ethan Brar
	23500
	940
	940
	1880

	Tasha Graham
	29500
	1180
	1180
	2360

	Jennifer Frost
	29500
	1180
	1180
	2360

	Ruth Sixsmith
	23750
	0
	950
	950

	Jean Livesey
	26000
	0
	1040
	1040

	Harrison Briggs
	32500
	0
	940
	940

	Steve Owens
	29500
	0
	1180
	1180

	Wendy Boot
	23500
	0
	940
	940

	Total Bonus Cost
	 
	 
	 
	19680










3. 
Bar chart:
	Bar chart: Performance judgments per quarter

	
	
	

	Performance Category
	Q1 total
	Q2 total

	outstanding
	9
	11

	Meets set individual KPI'S
	26
	29

	not quite there yet
	10
	9

	underperforming
	8
	1




· Recommendations: 
1. Identify key behaviours or practices from employees with “Outstanding” performance and use them as a benchmark for training others.
2.  provide professional development opportunities for employees with "Meets set individual KPI'S" to help them transition into the "Outstanding" category.








Line Chart:
	Quarter
	Total Bonus Payment

	First Quarter
	8810

	Second Quarter
	10870







· Recommendations: 
1. Review the criteria for awarding bonuses to ensure they are aligned with the organisation’s goals of incentivizing improved performance. For example, increasing sales, customer satisfaction, or project completion rates. 
2. Introduce a tiered bonus structure that rewards incremental performance improvements (e.g., a slightly higher percentage for employees moving from “meets set individual KPI’s” to “Outstanding”. 













Pie chart:  



· Recommendations: 
1. Provide targeted training and mentorship to employees in the “meets set individual KPI’s” category to help them achieve excellence. For instance, workshops on time management, problem-solving, or leadership skills tailored to their roles. Additionally, pair employees in the “meets KPI’s” category with senior staff who can act as mentors, providing one-on-one guidance and sharing practical tips for improvement. 
2. Recognise and reward “outstanding” performance through performance bounces and non-monetary incentives, encouraging others to aim higher. For instance, public recognition such as “employee of the Month” awards, flexible work hours. 









Table 2 – Performance review survey responses from line managers and employees 

1. Line’s managers’ responses: 
The responses from line managers reveal a mix of confidence and challenges in their approach to performance appraisals. The majority of the managers (4 strongly agree + 22 agree) feel confident in carrying out performance appraisals, and (29 out of 50) agree they can asses employees fairly. These results indicate a strong foundation of competence among managers when it comes to understanding and implementing appraisal processes. However, to keep and enhance this confidence, managers should be provided with additional rescores and support. For example, provide them with software or platforms like Microsoft Viva that streamline tracking employee performance and automating routine aspects of appraisals. This tool can make the process more efficient and less time-consuming. The company can also conduct regular workshops like training sessions to teach managers how to recognise and mitigate unconscious bias or teaching them new techniques for addressing underperformance constructively. 
On the other hand, the responses highlight critical challenges faced by managers. A notable finding is that all 50 respondents expressed a lack of sufficient training to undertake appraisals effectively. This training gap directly impacts their ability to prepare and execute performance reviews. As 41 managers admitted to struggling with addressing underperforming employees. These issues point to systemic gaps in managerial support and capacity building. The company must priories structured training programs for managers focusing on developing skills for managing difficult conversations, challenging underperformance and streamlining appraisal preparation processes. Additionally, allocating specific time blocks for appraisal-related activities can also alleviate the workload burden. 
2. Employee responses:
From the employees’ perspective, there are areas of both satisfaction and dissatisfaction with the company’s performance appraisals. On the positive side, a significant portion of employees (134 respondents) feel that their managers provide constructive feedback, which is according to (CIPD,2024) is a key component of effective performance management. Furthermore, 155 employees recognise that their managers provide learning and development opportunities to help them perform better. These positive responses indicate that many managers are fulfilling critical aspects of their role by encouraging professional growth and offering actionable feedback. To build on this, the company can formalise feedback and development initiatives through structured frameworks, such as personalised growth plans and regular check-ins to ensure consistent support for all employees. 
However, employees also reported several challenges that need immediate attention. A concerning 163 employees felt their managers did not take the time to listen to them during reviews, while 92 employees disagreed that managers provided balanced responses. Additionally, 121 employees believed their managers failed to offer clear and direct guidance. These responses point to a lack of effective communication and engagement during performance appraisals. Employees may feel undervalued or misunderstood, leading to disengagement (London et al.,2023). The company should emphasise communication and active listening skills in managerial training programs. As this will help employees feel valued and build connections between them (London et al.,2023). additionally, the company should create formal, structured systems as according to (Wang et al.,2015) they ensure every employee consistently receives the same level of support and opportunities for growth. Which result in positive work environment. Additionally, allocate enough time for interviews so that managers can prepare ahead of time and so that employees don’t feel rushed during their appraisals. Furthermore, introducing feedback mechanisms for employees to share their appraisal experience can help identify specific areas of improvement. 
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Perfomance Judgments Per Quarter

Perfomance Category	outstanding	Meets set individual KPI'S	not quite there yet	underperfoming	0	9	26	10	8	Perfomance Category	outstanding	Meets set individual KPI'S	not quite there yet	underperfoming	0	11	29	9	1	




Total Bonus Payment By Quarter


Quarter	First Quarter	Second Quarter	0	8810	10870	


Propotion of judgments for Quarter1

Outstanding
 [PERCENTAGE]
Meets set individual KPI's [PERCENTAGE]
Not Quite there yet [PERCENTAGE]
Underperfoming 15%


9	26	10	8	
