	

Appraisal Skills for Practice Managers
A One Day Workshop



	Objectives:
	Achieving results through other people is a key part of management – this workshop will provide the skills required for Practice Managers and Supervisors to create and maintain an effective appraisal process.
 The workshop will cover the need for appraisal – creating a system to support performance improvement and effective appraisal meetings.

	9.30
	Coffee

	09.45
	Welcome, Introductions and Objectives
The importance of appraisal – performance and contractually

The appraisal process – team or individual based

Gaining commitment and buy in – from everyone!

Creating the organisational framework

	11.00
	Coffee

	11:15
	Forms and paperwork – having something to help

Creating a personal development planning format

Getting started with the meetings – setting the scene

	12.45
	Lunch

	13.45
	Reviewing and using past performance

Listening, questioning and reviewing skills

Being specific about success and unacceptable performance

Examining existing competence – using their job description

	15.00
	Tea

	15.15
	Dealing with aggressive and passive behaviour

Planning objectives with personal and organisational goals

Following through – planning training

Developing your appraisal process

	16.15
	Questions and close
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