APPRAISAL TRAINING TIPS
	PREPARATION


· Create informal, unhurried atmosphere
· Use praise to build confidence

· Encourage appraisee to talk – let appraisee do ½ the talking
	FACE UP TO PROBLEM
· Invite employee self-appraisal
· Discuss performance, not personality
· Be positive
· No surprises—mention faults at the time; don't leave them for an appraisal session

	LOOK TO THE FUTURE
· Structure the interview
· Focus on facts, not irrelevancies

· Agree on measurable targets, workable future plans for improvement

	RISC

(Discussing performance or conduct)


Report – Describe the behavior that has affected performance/conduct.
Impact – Express the impact of the performance/conduct on the job, individuals, or yourself.
Specify – State specifically what behavior meets your expectations and is obtainable through skills, resources, time, etc.

Consequences – State the consequences of continuing the current behavior.


	SMART

(Writing the critical result)


Specific – Tell the employee "exactly" what needs to be accomplished.
Measurable – Can you apply criteria to measure achievement?
Articulate – Explain results so employee knows what is expected.

Realistic – Does the employee have the skills, knowledge, and is the goal attainable?

Trackable – Can you monitor the ongoing success/failure of the project?
	DROP FILE

(Contents)

All counseling incidents:
· Facts – what took place

· Objectives – your expectations are …

· Solutions –what alternatives

· Actions – taken to achieve solution

All work/notations to support action

Employee's SF 50, home address, telephone number

Employee has legal right to know the file exists and access to the file.




