
      Course Outline

This course gives only a brief recap on the background to appraisal. Instead it focuses more on the ‘people’ skills required to conduct the interview itself. 

· Welcome  - Aims & Objectives

· Why Appraisal? 

This will briefly revisit the background to appraisals that delegates have already explored on the Appraising People & Performance Master class to remind them of key learning points. It will also enable delegates to:

· Recognise the benefit of appraisals to all parties and to ‘sell’ the appraisal & review system to colleagues 

· Clarify role and purpose of appraisee/appraiser

· Planning for appraisal interviews

· Creating an appropriate environment
· Organisational and administration issues

· Gathering the facts

· Setting SMART objectives

· Communicating the process

· Openings – creating a welcoming atmosphere

· Importance of positive first impressions   - how to set a positive style and tone
· Structuring and Content

· Effective questioning techniques – ‘appraisal is collaboration, not interrogation!’
· Empathetic listening skills
· Recognising and using non-verbal signals and body language
· Interview practice 1: delegates practice setting positive style and tone, questioning & listening skills and non-verbal signals
· Giving Constructive Feedback
· ‘Feedback is not criticism nor is it about failure’ –participants define feedback and recognise the benefits
· Communication in feedback – appropriate language (verbal & non verbal)
· Adapting style and environment to match appraisee needs
· Framing ‘negative’ feedback to give positive outcomes
· Interview practice 2: delegates practice giving and receiving feedback
· Dealing with ‘difficult’ appraisees
· Appropriate responses
· Defusing techniques (n.b. only a brief overview will be possible in the time)
· Reaching a positive conclusion
· Putting it all together
· Interview practice 3: A chance to practice skills learned during the day

· Closings – rounding up an appraisal




        Appraisal interviewing skills
























































			






































										























	








