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Introduction 

Ask employees what they feel about their organisation’s Performance Appraisal process and 

it is likely that you will get a variety of responses from the very negative to the very positive.  

These might include: 

 

- A complete waste of time. 

- It’s just on annual ritual; nothing ever changes as a result. 

- Quite frankly I don’t think my manager believes in it. 

- A very worthwhile discussion which clarified many issues for me. 

- An excellent two-way dialogue in which I genuinely felt listened to and valued.  My 

manager valued my feedback as well. 

 

For managers, the message is clear.  If you are going to do appraisals then do them well.  

This means: 

 

- Preparing well. 

- Structuring the meeting well. 

- Fully engaging with the employee for the benefit of you both. 

- Covering both your performance needs as well as the employee’s job satisfaction and 

development needs. 

- Following up with planned actions to deliver future results as well as grow and 

develop the employee. 

 

This booklet covers all the key essentials to deliver the above to ensure that Performance 

Appraisals are motivating for both parties. 
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A Brief Performance Appraisal Guide 
 
 
 

 
Programme - What to do 

 
Method - How to do it 

Opening stage 
 Make the individual feel at ease 
 Get agreement on the purpose of the 

meeting. 
 Ensure that the individual is committed to 

making the discussion positive and useful. 

Welcome  
 Give a friendly welcome 
 Clarify that the meeting is about performance 

in the present job, not salary or promotion. 

Middle stage 
 Review assessment of performance 
 Hear the individual's thoughts 
 Compare with appraiser's thoughts 
 Discuss and agree the assessments of 

performance 
 Review each key area and discuss:  
Achievements  and successes—give 
recognition 
Areas of satisfaction for both parties 
Areas of dissatisfaction for both parties 
Constraints and obstacles 
Areas of improvement. 
 Identify problems and agree them 
 Discuss and agree plans for improvement 
 Manager's actions 
 Employee's actions 
 Who will do what by which date 
 Discuss development plans/training 

 needs. 

Acquire 
 Find out what the individual has to say first 
 This means you must ask the right questions in 

the right order 
 Listen carefully to the answers and encourage 

frankness 
 At this stage, the individual should be doing 

80% of the talking. 
 
 
 
 
Supply 
 Direct the discussion into identifying problems 

and areas for development 
 Listen to what the individual thinks, then offer 

your own suggestions for solutions and action 
 Summarise each solution and course of action 

when it is agreed 
 At this stage the balance of talking should be  

50/50. 

Closing stage 
 Summarise the main points discussed 
 Review the performance appraisal and get 

full commitment 
 End on a positive note 
 Check the attitude of the individual to the 

performance appraisal 
 Show appreciation for the individual's 

contribution. 

Parting  
 Check back through notes 
 Refer to the strengths on which future 

performance can be built 
 Ask for individual's opinion about the 

discussion 
 Say `thank you'. 

After appraisal 
 Write up appraisal form 
 Have individual add comments and sign off 
 Appraiser's Manager to review 
 Appraiser's Manager adds comments and 

signature 
 Send copy to individual. 

 

 
 

 


