
 

View all our Training Course Outlines here > 
 www.thewholething.net 

 
©2017 The Whole Thing World Ltd. All Rights Reserved.  TWT/EG//AS/0117/02 Page 1 of 2 

Employee Growth- A One Day Course 
 

Appraisal Skills 
Appraisal Skills for Mangers that Improves Individual and Team Performance 
 
WHO SHOULD ATTEND? 
New and existing managers, HR professionals and top talent in the organization that want to 
improve  their appraisal interview competency so that they can get the very best return from 
their performance management reviews in pursuit of their targets and the organization’s 
goals.  
 
COURSE DESCRIPTION 
Mastery of the appraisal process is a vital for effective and efficient management of 
individuals and teams for the very best performance possible. 
 
Appraisal Skills is a proven and very practical approach to appraisals within performance 
management. The program takes a holistic view of appraisal and introduces the delegate to 
the knowledge, skills and attitude required to confidently conduct appraisals and provide 
clarity of purpose through clear vision, SMART targets and standards for improved individual 
and team performance. 
 
The program is well researched, knowledge-based and designed with the individual learner 
at the centre of the learning process which means that the course is extremely interactive 
and practical. 
 

 
COURSE OBJECTIVES 
By the end of this course delegates will be able to: 
 Determine the appraisal interview  
 Determine the appraisal process within the performance management cycle 
 Determine relevant legislation and develop best practice with their appraisals 
 Develop key appraisal interview skills and techniques including active listening, powerful 

questioning, giving feedback and creating SMART objectives 
 Recognise the benefits of coaching performance using GROW for development 

conversations 
 Practice new knowledge learnt before returning to work 
 Produce drive to self-develop in negotiation  
 Produce positive impact on the overall performance of each delegate and the 

organization  
 
COURSE CONTENT 

Relevance and Significance of Appraisals 
 Agreeing definitions: appraisal and performance management 
 Defining the barriers to effective appraisals and reviews 
 The benefits of appraisals and reviews 
 Role and responsibilities as an effective appraiser 

 

Preparation for the Appraisal  
 Aligning appraisal reviews with organisational success 
 Gathering the information you need: drafting an appraisal plan 
 Identifying the causes of poor performance and gathering supporting data 
 Understanding the importance of the organisation’s competencies for staff appraisal and 

development 
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The Appraisal Meeting 
 Establishing open and honest communications 
 Questioning and listening skills 
 Planning and conducting a structured, balanced and participative discussion 
 Reviewing current compared to previous performance 
 Overcoming resistance and handling uncooperative individuals 

 

Managing Performance 
 Setting SMART Objectives 
 Addressing issues of poor performance confidently 
 Providing clear, specific and motivational feedback  
 Coaching performance using the GROW approach 
 
Key Learning Review 

 Group discussion and professional feedback to consolidate key learning. Delegates will 
leave the day with a list of development activities to improve their appraisal competency 
back at work. 

 
IN ADVANCE 
Each delegate will be asked to complete a pre-course questionnaire to determine their 
individual learning objectives. These will be used by the trainer to give on track training that 
is focused on the individual learner attending.  They will also be asked to think of a short 
learning solution that they might try to "blend" in the training room. 
 
The most appropriate training format, content and approach for this course will be discussed 
with you prior to the start of your course.  
 
ON-TRACK FOR GROWTH 
The individual leaves this program with a personal action plan to encourage immediate 
transfer of training to the job.  
 
EVALUATION TO ENSURE CONSISTENT QUALITY 
All our courses are evaluated at Kirkpatrick’s Reaction and Learning levels as part of our 
quality control process as follows: 
 
Level 1- Reaction- Training Course Evaluation Form  
This training course evaluation form is used to maintain and improve the standards of our 
training courses. 
 
Level 2- Learning- Pre and Post Training Test 
The test is confidential and used to evaluate our training, not the delegate. The results help 
us answer the question “Did people learn what we wanted them to learn from the training?” 
This test is run at the beginning and at the end of this training course. 
 
The Whole Thing can help properly position and align all learning and development with 
business priorities to ensure that effective evaluation is possible. We encourage all our 
clients to agree measures prior to any intervention so that return on investment (ROI) and 
process gets attention. 
 
Please contact The Whole Thing to explore the many ways that we can help you.  
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