
What is an Appraisal?

An appraisal is a performance review which is carried out with every member of your staff, from staff in training to your deputy general manager, at least once per year by the manager of each department or the general manager with their department heads.

By completing an appraisal with a staff member it will allow you to review their performance over the past months, set future goals and allow the staff to air their views on how work is going for them.

The following points will be discussed;

· how the staff member performed over the last period

· what aspects have gone well

· what aspects did not go quite so well and what will be done in the future to develop further and improve performance to the benefit the individual, their job and the establishment

There are many advantages of conducting an appraisal with your staff for it is an opportunity to identify and discuss the employees strengths and weaknesses, some areas may need further training and development while others may be carried out consistently well by the employee for which they should be commended.

It is a time to set clear standards of performance, objectives and targets which they can aim to achieve.

An appraisal will help keep your staff focused and motivated.

When you are planning to give a staff member their appraisal it is a good idea to let them know in advance and in writing. This way they will be aware that the appraisal is serious and it is official as a copy will be held on their file with the personnel department.

There are several guidelines to follow when conducting an appraisal;

· Ensure that the staff member is informed in advance and in writing;

· Ensure that the area where the meeting will take place is private and away from passing staff members;

· If the employee is a friend then there must be no favouritism shown;

· Do not criticise weaker staff members, instead encourage them and make it a point of telling them that more on-the-job coaching will be provided;

· If there has been a personal indifference with a staff member then this is not to be used as pay back time;

· Mean what you say and say what you mean. Make the appraisal sincere and be specific otherwise it diminishes the impact of the appraisal.

