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INTRODUCE workshop by explaining: 

• The bite sized workshop gives a good understanding of what competencies and behaviour in 
the workplace are; how to assess levels of behaviour against a ratings scale, and be able to 
minimise subjectivity in assessment of employee’s performance 

 

ISSUE handout and encourage delegates to make their own notes throughout the session. 

 

ENCOURAGE delegates to ask questions and provide examples of assessing employee 
competence from their own experience. 

 

ENCOURAGE thoughts amongst the delegates about action planning throughout this bite 
sized session. MENTION the Start - Stop - Continue method of capturing action planning (see 
page 12 in delegate handout: Personal Pledges Form): 

 

What have they learnt that they need to: 

• Start doing? 

• Stop doing? 

• Continue doing, but more often? 

 

 

 

 



2 

REVEAL above slide, referring to page 6 in delegate handout. 

 

EMPHASISE the 2 main challenges that Appraisers are faced with when assessing levels of 
competency: 

 

1. Defining the degrees of competence in order that an individual can be rated - typically a 4 
or 5-point scale i.e. a fair, honest, objective and balanced ‘picture’ of the Appraisee’s 
performance 

 

2. Ensuring that the Appraisee sees the same ‘picture’ of their performance that the 
Appraiser does. We have to work hard at getting this across. 

 

 

POINT OUT: 

• An objective picture of an Appraisee should not only include WHAT they’ve achieved (the 
output) but also HOW they’ve achieved it (e.g. level of communication skills; team working; 
level of customer service; use of initiative; flexibility; ability to influence; manner on the 
telephone; punctuality & attendance) 

 

• By considering the two aspects, there is the best possible chance of the Appraisee receiving 
a complete, holistic view of their performance over the appraising period 

 

• Even if the Appraisee did not achieve the targets/ objectives set, there can be positive 
aspects brought out in the appraisal about how they did the work that can be praised 
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Waiting Rating Exercise 

SPLIT delegates into small groups. 

ASK them to consider the job of a waiter/ waitress in an upmarket restaurant, and the 
particular task of TAKING ORDERS from customers at their table.  

 

REFER delegates to delegate handout: Waiting Rating exercise (pages 7 & 8). 

 

EMPHASISE: 

• Assume that this group of customers are regulars. There are 7 in the party 

 

• Delegates should WRITE DOWN what they would see the waiter/ waitress do/ say (or not 
do/say) in order that they would assess them as an A,C, D or E. In other words, what 
behaviours look like an A rating to you, a C rating etc. 

 

• They need to get into detail and BEHAVIOURAL. e.g. don’t say ‘acts professionally’ – what 
does the person say or do to be professional? 

 

REVEAL above slide to give delegates a start point. 

 

POINT OUT: 

• They might want to do the ‘A’ first as superior performance behaviour, then the C, D and E 

 

• Feedback needs to be via a completed flip chart paper so that the other syndicate groups 
can critique their work 
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SUMMARY 
REVIEW above slide to clarify understanding of the main messages from the session. 
 
 
ACTION PLANNING 
ASK delegates to think about what is it that they will change about their behaviour as a result 
of today. 
 
REVISIT the learning points of the session and ASK for ideas about how delegates might adjust 
the way they assess performance. 
 
REFER to the Personal Pledges form on page 12 in handout. ASK delegates to pledge up to 4 
changes. REMIND delegates to be specific in what they mean, with time scales attached 
 
REVIEW by ASKING delegates to tell us ONE personal pledge from their action plan. 
 
ENCOURAGE delegates to discuss the plan with their own managers in their departments. 
 
ASK for any further questions. 
 
THANK delegates for attending. 
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