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Dear Reader, 

Performance appraisals are a fundamental part good performance management. It is important 
for the success of your business that your employees feel appreciated and that they are 
progressing in their careers. Likewise it is important that any issues with performance are 
managed effectively with the aim of eliminating any long term problem.  

Once the Christmas festivities are over and the New Year begins our attentions will inevitably 
turn to the annual appraisal process. In this newsletter we will be looking at how to plan and 
conduct an appraisal and provide some tips to ensure the process runs smoothly.  

If you would like to comment on any aspect of the information contained within this newsletter, 
or to find our more information about how working in partnership with Options HR can benefit 
your business please do not hesitate to contact me on 0118 940 3032 or simply click here. 

I would also like to take this opportunity to wish you a Merry Christmas and prosperous New 
Year from everyone at Options HR. 

Best wishes 

Sue 

 

Why employee appraisals are important? 

Annual appraisals and performance reviews not only reap rewards for your business but also 
are an essential part of building good relationships with your employees.  

An effective appraisal process ensures you are in tune with the needs and concerns of your 
workforce. Likewise, it is important that your employees know what you expect of them and 
receive regular feedback, praise, and criticism of their work. Annual appraisals play a key role in 
helping to recognise and reward good employees and identify and coach those whose 
performance or conduct is falling short of the mark.  

Preparation 

Preparation is one of the most important stages of the appraisal process. It is vital to have the 
necessary facts about each employee's performance and evidence of instances in which they 
have performed well or badly. This will ensure that the appraisal is constructive and meaningful.  

Throughout the year you must track each individual employee's performance and keep a log of 
memorable incidents or projects involving them. Look back at previous appraisal information 
and job descriptions to ensure they are meeting agreed objectives. It is also useful to speak to 
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other line managers and peers where appropriate to gain their views. 

It is equally important to ensure that employees are prepared. Agree the date, time and place 
for the meeting at least two weeks in advance and brief them about the importance and scope 
of the meeting and what you expect from them. 

Ten Tips for Conducting a Successful Appraisal 

1. A good appraisal is one in which the conversation is free flowing and a range of views 
are expressed by both parties. Ask open and probing questions, provide the employee 
with the opportunity to decide how to answer and encourage them to talk freely  

2. Listen to what the employee is saying: don't interrupt or inhibit the flow of conversation. 
It is also useful to pay attention to non-verbal communication such as body language.  

3. Evaluate performance, not personality: focus only on how well the employee does their 
job not on their personal characteristics or traits  

4. Give feedback based on facts not subjective opinion: wherever possible feedback 
should be used to positively reinforce the good or in the case of underperformance to 
help the employee understand the impact of their actions/behaviour and what corrective 
action needs to be taken  

5. Tailor your approach to each individual: some people can react defensively to criticism. 
Identify the potential for negative reaction beforehand and plan how to handle the 
appraisal accordingly  

6. Set SMART objectives: specific and stretching, measurable, agreed and achievable, 
realistic and timely  

7. Give deadlines: if an employee is underperforming it can be useful to set a timeline for 
improvement  

8. An appraisal is an ideal time to stop, take a breath and look at potential development 
opportunities. How can you work with the employee to help them reach their maximum 
potential? What are their long-term career goals and what can you as their employer 
put in place to achieve these goals?  

9. Don't underestimate the power of self-motivation: if there are areas that need 
improvement, encourage your employee to come up with solutions for themselves  

10. Remember to document each appraisal: write a summary of the discussion, what was 
agreed and any action to be taken whilst it is fresh in your mind. 

 
To watch a short video on conducting a successful appraisal please click here. 
 

Options HR Can Help 

To become the employer of choice in your field you must demonstrate the way in which you 
treat your staff and your commitment to them and their professional development. Options HR 
can help you to develop your appraisal and performance management practices or build a 
bespoke system tailored to the unique needs of your business and your employees. For more 
information on the benefits of working with Options HR please go to our website 
www.optionshr.co.uk/ or call us on 0118 940 3032. 

Join Us for Our Next Workshop 

We would be delighted if you could join us for our next appraisal workshop on 19
th
 January at 

the Hennerton Golf Club in Wargrave. The event will run from 9.30-12.30 and includes lunch 
and refreshments. Please contact me on 0118 940 3032 or via email at 
sueferguson@optionshr.co.uk for more information or to book your place. 

 

http://www.youtube.com/watch?v=Uid7v8Ywsqo&feature=youtu.be
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You have received this issue of our newsletter because you requested it or I thought you would find it 

useful. If you would rather not receive any more issues, please follow this link. 

 
 

If this issue has been forwarded to you and you would like to receive regular issues, please follow 
this link. 
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