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Performance Appraisals  
 
 
When conducting appraisals, it is important for employers to take into consideration that they should be carried 

out annually, it encourages open communication in a two-way process where all parties have an equal 

opportunity to discuss the role, work performance, objectives, and long-term goals, the assessment process 

benefits employees, management, and the business. 

The first step in performing a performance appraisal is evaluating an employee's performance in regard to the 

objectives outlined in the previous appraisal. "What went well?" would be a crucial question to pose to the 

employee during the appraisal. Even though certain goals won't have been achieved, it's important to analyse 

why this is the case and talk about what can be done to try to bring things back on track.  It is crucial to consider 

if certain objectives can still be salvaged with some creative thinking and suggestions from both the employee 

and the manager conducting the appraisal.  

The appraisal procedure should not be altered in any way.  Employees should receive advance notice of the 

meeting and be provided with the pertinent assessment form to complete in order to prepare an evaluation of 

their own performance. This allows the employee to rank their own competences and abilities to carry out their 

role. By following the right protocols and using the right performance evaluation forms for each employee, 

consistency in the process is guaranteed. 

The appraisal form should be examined and graded by the appraiser following completion by staff and submitted 

to management. The meeting may be held virtually if necessary, but in that case, each party's evaluations must 

be honest and balanced. After taking into account how the employee has assessed their own performance, 

abilities, etc., the appraiser should write their own assessment of the employee's performance during the 

meeting. This provides a chance for the management and employee to talk over the appraisal form and pinpoint 

the employee's areas of strength and growth. Setting attainable goals for the coming year, or a shorter time 

frame, if necessary, should be the next step in the performance appraisal process. These goals should be agreed 

upon by both sides before the discussion comes to an end. 

Conducting performance reviews inside your organisation has several advantages. For instance, it enables 

managers to provide constructive criticism to employees and gives them a chance to reflect. Ensuring that 

employees comprehend the rationale behind any goals that are set is crucial, particularly if those goals deviate 

dramatically from the previous year's. This is critical because workers could be expected to  accomplish objectives 

outside the purview of their job description in order to on their own performance increasing their self-awareness 

and establish goals for the future.  It offers the chance to determine training needs and to give workers a chance 

to advance.  It also enhances employee commitment, performance, and motivation.  
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In order to conduct reviews the appraiser needs to have the required skills and knowledge. It is imperative to 

ask important questions. In addition to giving honest and helpful criticism about areas for growth while also 

emphasizing an employee's strengths, the manager conducting the appraisal should give the employee enough 

time to talk candidly about how they see their performance. Using questions like "How do you feel you are 

getting on?" or "Do you feel well supported in completing your tasks," for instance, may assist the manager in 

starting the conversation. Probing questions are another tool that the appraiser should use to get an 

understanding of the employee's thoughts and sentiments about the job and company.  For example, 

The following traits define a constructive evaluation review: 

• Success is acknowledged and encouraged.   

• Performance in the past is examined.   

• The appraiser actively listens.   

• There is open and honest communication between the appraiser and appraisee.  

• Action goals are agreed upon. 

It's crucial to keep in mind that the appraisal meeting represents just a small portion of the process that should 

be ongoing all year long. Managers and employees should regularly assess the employee’s performance in 

relation to the employee’s goals, make appropriate adjustments, and recognize achievements. To make sure 

that the company gets the most out of its most valuable resource—its people, managers should provide feedback 

to their teams on a regular basis.  

 
 

 

 

 

 

 


