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APPRAISALS - PROCESSES - ACTIONS AND SKILLS NEEDED 

 

Set the Scene 
Review Past 

Performance 

Agree New 

Goals 

Agree Training 

and 

Development 

Needs 

Action and 

Reviews 

preparation 

venue 

undisturbed time 

put at ease 

clarify purpose 

agree agenda 

be positive 

encourage self 
analysis 

confront 

balanced examples 

two way 

two-way process 

set goals to meet 
business needs 

SMART 

but challenging 

get real commitment 

plan activities 
to meet goals 

identify success 
factors by 
outcomes 

establish support 
required 

summarise 

agree actions 

record 

review regularly 

amend goals 

manage T&D 
process 

time management 

planning 

interpersonal 
awareness 

active listening 

probing 

coaching 

assertiveness 

assertiveness 

goal setting 

negotiating 

assertiveness 

planning 

time management 

planning 

interpersonal 
awareness 

coaching 

  


