GUIDELINES FOR APPRAISAL DISCUSSIONS
Points to remember when managing appraisal discussions with employees:

1.
It is important that any staff appraisal work undertaken should be seen as 
supportive and empowering.
2.
Employees and  employers need to fill out and exchange their respective Appraisal 
Forms before the appraisal meeting.  This will provide the opportunity to identify any 
relevant issues and record the key concerns to be clarified through the discussion.
3.
The meeting should be facilitated by the appraiser and the agenda should be clarified 
and agreed upon by both parties at the beginning of the meeting. Both parties should 
also have the opportunity to say how they feel about participating in the process.
4.
It is important for the employee to do most of the talking

5.
If appraisal has been carried out on a previous occasion this should be reviewed and 
evaluated.

6.
Employee should then talk through their own Appraisal Form.

7.
The employer asks the relevant questions and seeks clarification before going through 
the own Appraisal Form that they have filled in of the worker. It is important to pay 
particular attention to highlighting achievements, progress and strengths of employee 
over the year.

8.
The employee then gets the opportunity to ask questions and clarify the employers 
comments.

9.
Both parties should explore areas of weaknesses and difficulties and identify specific 
support and training required that will support the worker to develop the 
employees 
skills.

10.
Agreement needs to be reached on the development of work related goals for the year.

11.
The employer should also look for feedback, for example.
· What am I doing that is useful;
· What could I do differently;

· How could I be more helpful, etc.
12.
All decisions and actions should be recorded, for example:

· Action to be taken by employee;
· Action to be taken by employer;
· Development/Training required.

13.
The appraisal objectives can be met throughout the year in ongoing support  supervision 
meetings.

14.
Complete process by jointly evaluating how the appraisal went, what was positive and 
useful about it and what, if anything was difficult.
