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Staff Appraisals “How to get them right”
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Session Objectives

At the end of this session you will be able to: 

Explain the difference between performance 
management and a performance review. 

Explain the appraisal process, its purpose and the 
benefits to you and the staff member. 

Demonstrate how to conduct a performance review / 
appraisal.
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Reviews and Their Bad Press

According to Supervisors

I’m too busy and don’t have time 

They take too long to write up 

People only want good news 

For staff it’s just about “show me 
the money” 

They don’t improve staff 
performance and staff don’t 
engage 

According to Employees

My manager never does one or 
it’s too late 

It’s just a tick box exercise with  
no examples 

I get no guidance on what to do 
differently 

There’s no link between 
performance and pay 
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Performance Management v Performance Review

Performance Management

Requires continuous interaction 

Must be part of the day to day 
routine 

Helps with on-going development 

Observations with feedback for 
small incremental change 

“Real-time” here-and-now support 
and engagement with staff 

COACHING

Performance Review

An opportunity to create a 
development plan 

A singular meeting with 
dedicated time 

Compare results against 
expectations 

Past events are documented for 
the record 

EVALUATION
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No Surprises

Appraisals are no substitute for regular meetings 
between you and your staff reports 

The appraisal should not be the first time an employee 
tells you what is going really well or really badly - you 
must be aware of what is happening at all times 

Be prepared, make sure that you are familiar with the 
required documentation to be completed and where 
necessary circulate it in advance of the meeting
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Review Purpose

The purpose of the formal review is to reflect briefly on experiences during the 
review period.  For both you and the staff member to give and receive 
feedback. 

It’s your opportunity to emphasise that we have a performance culture. 

Reviews should clarify: 
1. What is expected of the staff member 
2. Why it is important to have the review and the benefits of doing so 
3. How the staff member is doing 

The review is not a disciplinary hearing but primarily a competency 
assessment against the job description 

It provides an opportunity to discuss the staff member’s development needs 
and career plans, plus goals and expectations.
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Opening

Self  
Assessment

Supervisory  
Comments

Summary

Development 
Discussion

Supervisor identifies areas of 
agreement with own 

examples; provides rationale 
& examples to explain 

differences.  Staff member 
responds / asks questions to 

clarify.

Staff member comments on 
self-assessment & gives 

examples.

Staff member arrives open-
minded.  Supervisor 

describes process & invites 
self-assessment.

Supervisor summarises core 
message.  Staff member 
listens, responds, thanks 
Supervisor for feedback.

Staff member and Supervisor 
discuss career interests and 

development activity.

Review Meeting Overview
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Meeting Structure - Dos and Don’ts

Do schedule in advance - allow 15 to 45 minutes. 

Do be bold and open. A successful meeting depends on creating an environment in 
which a full, frank, but friendly exchange of views can take place. 

Do start with a fairly general discussion before getting into any detail. 

Do have prepared examples. Meetings should be planned to cover all the points 
identified during preparation. Always refer to actual events, behaviour and results - make 
sure everything is evidence based. 

Do NOT be in a rush to speak.  Allow the employee time to speak and fully express their 
views. 

Do NOT compare the employee with other colleagues. 

Do NOT just hand out praise or blame.  Analyse together and objectively why things went 
well or badly and what can be done to maintain a high standard in the future.
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Meeting Structure - Dos and Don’ts

Where possible, begin with praise for specific achievements. But it must be sincere and 
deserved.  Praise helps people relax and everyone (to one degree or another) needs 
encouragement and appreciation. 

Use open questions to encourage staff to be expansive.  For example, ask 
1. What achievements are you most proud of? or 
2. What did you do that made a difference? or 
3. What did you learn this year? 

Invite questions. 

The ultimate aim is for staff members to self-appraise so that they can manage their own 
performance in the future.  Self-appraisal provides a basis for discussion. 

The aim should be to end the review on a positive note.  Agree measurable objectives 
and a plan of action.  When the employee leaves the meeting they should be clear on 
what is expected of them so that when they come to the next meeting that have already 
self-assessed whether the agreed performance goals have been met.
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Recap

A formal appraisal should NOT take the place of frequent informal meetings (1 to 1s) or 
compliments and corrections in the daily running of the business.  If your only proper 
contact with an employee is through an annual or 6 monthly appraisal, you’ve lost touch 
with your staff. 

An appraisal can be intimidating for an employee, even if the person works well and has no 
need to fear any criticism.  Do your best to put the staff member at ease and allow the 
person to express themselves fully. 

Do your best to ensure that the appraisal sets objectives and time-frames to solve work 
related problems.  A vague “we really would like you to better” is not going to help anyone. 

Appraise employees yourself.  You can of course ask for your Line Manager’s opinion but 
these comments should not be a substitute for interviewing the staff member personally. 

Plan your core message so that the individual knows: 
1. To what degree they met the goals / expectations 
2. One area they can enhance (learn, improve, change) 
3. A major strength, area of potential or significant contribution


