Welcome and setting the scene
WELCOME delegates and INTRODUCE yourself with some background.
INTRODUCE course by explaining:
• The course is about understanding the appraisal interview – its purpose, positioning, the preparation
and the delivery
• Everything we cover is about encouraging others to ‘give their best’ – to see the appraisal as a
motivating experience in which both parties can gain

POINT OUT:
• It is meant to be a motivating experience – an essential ingredient in our performance management
strategy of staff
• The positioning of the event is really important to it’s success – appraising managers are very
influential in how the staff perceive the appraisal experience. The attitude has to be appropriate
• Rating staff on a performance scale is an emotive area because they are being labelled. Labels
require careful consideration and have to be justified. It is important to think about how people can
be assessed as fairly as possible. Getting it wrong, or not communicating it in the right way, leads to
de-motivation and disharmony that spills into staff’s work and attitude
COVER Knowledge/ Skill Checklist in delegate manual (page 3), to introduce content of the day, by
delegates completing the PRE column.
EXPLAIN that you will revisit checklist at end of day for delegates to complete POST column. This will
help gauge level of learning and to give them a focus for action planning.
MENTION the role plays at the end of the day which will give delegates an opportunity to practise the
skills of appraising and receive constructive feedback from colleagues.
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Sensitive Issues exercise

SPLIT group into twos.
USE the supplied ‘Sensitive Issues’ scenarios.
REVIEW above slide to include finding out your partner’s goals/ objectives from this course.
EMPHASISE:
• Short role plays (1-2 minutes per role play)
• Assume your syndicate partner exhibits the behaviour listed on the sheet
• Don’t show partner the sheet
• Assume your partner is the appropriate gender
ISSUE Sensitive Issues sheets (1 issue per delegate).
REVIEW responses.
Q. What points did you feel came out from the ice breaker?
A.
• It’s about how we get the news across. Being blunt may work, however it could tune people
out and make them more resilient to change. In the worst case, they might ‘dig their heels in’
and exhibit the negative behaviour more just to be bloody minded! However being tactful,
empathetic and influential may get a better result
• In this exercise, your partner did not have any knowledge of the situation. It can often
happen like that. People tend not to realise that they have weaknesses which means they
behave in a certain way that has a negative effect on others
• Appraisal time is not the opportunity to bring up severe development areas for the first time
-they should be tackled when it is noticed, not stored up for the once–a–year appraisal
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SHOW above slide.
INTRODUCE section by explaining what you will cover.
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STRESS the consequence of staff having a poorly run appraisal by REVEALING slide.
POINT OUT:
• This was a survey undertaken by Office Angels of the negative consequences of staff having
a poor experience in their appraisal
DISCUSS any other consequences of poorly run appraisals, including de-motivation, back
biting, poorer standards of work and declining attitudes.
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SHOW slide and INTRODUCE this section, mentioning that we can only assess and judge
performance at work through people’s behaviour at work.
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Waiting Rating Exercise
INTRODUCE by explaining that assessing managers need to be able to justify their rating
assessment – that they have a clear criteria for assessment e.g. the sort of behaviour
constituting an A rating, B rating etc. This exercise should help us see the importance of this,
and some of the pitfalls to avoid.
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 manual: Waiting Rating exercise (page 17 & 18).
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 a lot of detail and BEHAVIOURAL. e.g. don’t say ‘acts professionally’ –
what does the person say or do to be professional?
REVEAL the slide to give delegates a start point (a ‘starter’!!)
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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SHOW slide.
INTRODUCE the rest of the course as being a practical look at how managers should prepare
for and deliver the appraisal interview, including handling difficult appraisees and practising
the skills required in a final exercise this afternoon.

Syndicate Exercise: Preparation
SPLIT delegates into 2 groups. REFER to delegate manual: Appraisal interview: Preparation
(page 24 & 25).

ASK one group to work on the steps they would take to prepare the EMPLOYEE for the
interview; ASK the 2nd group to work on the factors to consider about preparing themselves
as MANAGER.
EMPHASISE:

• The need to get into detail, as if they are explaining to other managers how to do it
• Feedback via a completed flip chart paper so that the other syndicate group can critique
their work
REVIEW responses on flipchart, DISCUSS and SUMMARISE using the following slides.
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REVEAL above slide.
POINT OUT:

• Booking a quiet room is a key positioning action of how important the appraisal is.
Undertaking an appraisal at the appraiser’s desk, with the potential for interruptions, when a
private room was available, may say that the manager just couldn’t be bothered
• Other customers could be anyone, internal or external, who may shed some further light on
the appraisee’s performance - colleagues from other departmental areas, senior managers,
comments from customers etc. You would need to ensure a balanced picture has been given
• Using self-appraisal documentation supplied by appraisee allows the appraiser to anticipate
the areas of agreement at the appraisal interview and the contentious areas where the
appraisee may need to be persuaded that they are not as good as they think e.g. providing
examples of their performance
• It is far easier to influence an appraisee of the true picture who has under-rated themselves
on their ability, than the opposite
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SHOW above slide.
INTRODUCE section by explaining what you will cover.
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Training and development
Q. When discussing training and development, what’s the issue with saying: “Do you want to
go on any courses or anything?”
A. It indicates a narrow perception of what training & development is all about. We are really
talking about any solution which increases the knowledge/ skill level of the individual to
help them do their job more effectively. This doesn’t just mean courses.
Q. What aspects of training and development could we consider?
A. DISCUSS and FLIP UP ideas.
REVEAL above slide. EMPHASISE:
• There’s more to training than just training courses
• Background reading could include trade magazines; industry reports; surfing the internet;
reviewing the organisation’s internet
• Appraiser’s comments on training and development needs on the appraisal form can be
useful to the organisation to understand the commonalities in training needs and stand a
better chance of being resourced

EMPHASISE:
• It is very important that the appraisee’s ideas are commercial i.e. they address needs to
improve performance (or help develop them into another role)
• For example: a request to attend a presentation skills course when there are no
opportunities to present to groups of people in their existing job
• Training is not all about a day off from work
• Careful probing is required to establish why they would like to do a particular development
activity
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SHOW above slide.
We suggest that the role plays are organised in groups of 3 (ideally) with each delegate taking
it in turns to play the Appraiser, Appraisee and Observer, with the Trainer circulating during
the role plays to add value/ detailed feedback.
3 different role play briefs are supplied on pages 36-41 of the delegate manual.
POINT OUT:
• The role plays are not over-detailed but give enough material for the delegates to practice
the appraisal interview process (all be it a much shorter meeting than in real life)
• Because of the nature of the role play briefs, role players may need to add a little ‘flesh on
the bone’ of the scenarios. So by all means, expand on the scenarios if required but try not to
invent additional elements due to time limitations
BRIEF Observers, using delegate manual: Guidelines for observer feedback (page 29) and the
Appraisal checklists (pages 30-35).
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