Appraisal Skills
Introduction
An appraisal is an opportunity to review an individual’s work performance in the light of the organisation’s needs. This one day course provides delegates with the skills and techniques to ensure the appraisal discussion is both valuable and useful to the appraiser and appraisee. It also provides opportunities to apply the learning during the session.
 
The course will enable you to:
· Understand why and how appraisals are conducted and to link them to your organisation’s objectives
· Set realistic objectives for your staff and ensure they are followed up

· Give positive and constructive feedback, during an appraisal and on a regular basis generally

· Evaluate the performance of your staff members

· Deal with difficult situations which may arise during an appraisal confidently and positively

Course Content
 
Session 1 Introduction and Overview, 9.30 – 9.50
· Welcome and introduction
· Course overview
· Delegate introductions and aims for the day
Session 2 Appraisals Defined, 9.50 – 10.45
· Why appraise?
· Exercise: the benefits for the appraiser, appraisee and organisation

· The 4 key topics the appraisal should cover
Break 10.45 – 11.00

Session 3 Objective Setting, 11.00 – 11.45
· Different levels of objectives and the need for alignment
· The 5 SMART criteria
· Objectives exercise: SMART or not so SMART?
Session 4 Feedback, 11.45 – 12.15 & 13.00 – 13.45
· Feedback defined – why give it?
· Exercise: feedback top tips brainstorm

· Exercise: feedback role plays using the 4 Rs framework (readiness, reflect, reason, request ideas)
Lunch 12.15 – 13.00
Session 5 Dealing With Difficult Situations, 13.45 – 14.45 & 15.00 – 15.30
· The 3 behaviours – aggressive, passive and assertive
· The assertive approach
· Exercise: recognising behaviours
· Assertive techniques plus exercise
· Difficult situations in an appraisal meeting
· Exercise: dealing with difficult situations
Break 14.45 – 15.00
Session 6 Appraisal Meeting Role Plays, 15.30 – 16.45
· Delegates are provided with role play scenarios which they prepare, deliver and receive feedback on
· Delegates work in groups, taking turns to be the appraiser, appraisee and observer
Session 7 Review and Close, 16.45 – 17.00
The course is 1 day long. 
 

Pre-requisites
 
There are no pre-requisites.
