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Managing and Appraising Performance

Who is this course designed for? What'’s in the course?

For managers who performance manage staff through an appraisal
system and who are required to create personal development plans that

enable staff to meet personal and business objectives. *  Aligning personal objectives to meet business

objectives

e  Roles and responsibilities for those involved

What are the course objectives? ®  Choosing an appraisal and reward scheme

Day 1: ® Legal implications: why you need to

erformance manage
® Understand the key principles of the appraisal process and how it links to the P J

organisation’s goals. e  Creating a healthy organisation

®  Know how to prepare yourself and others for the performance appraisal.
o ) o o e  The performance cycle
®  Know how to create performance objectives that link the individual’s contribution to

organisation’s goals. e Common performance management errors

® Understand how the appraisal process maps to recognition and reward. . .
e  Setting SMART objectives

Day 2:
®  Understand how to build rapport for an effective appraisal discussion. ®  What makes good evidence in your business
®  Know how to handle underperformance in the workplace. e  Preparing yourself and others for appraisal

®  Understand the requirement for keeping accurate appraisal records. o L
e  Building rapport and maintaining it when the

® Understand how to measure against performance and when to review personal going gets tough

performance objectives

®  Understand how to measure against performance and when to review personal ®  Monitoring and evaluation of objectives set

performance objectives. X
e  Techniques to address underperformance

®  Know how to link personal improvement and career development to a personal
development plan e  Creating an effective personal development

®  Know how to link personal improvement and career development to a personal plan
development plan.

Our approach to this course:

theory and Yes[X] No[] participation in group  Yes[X] No[] workbook Yes[] NoX]
discussion /individual activities exercises
practice Yes(X] No[] resentations Yes[X] No[] handouts Yes[X] No[]
exercises rinformal and/or formal)
case studies Yes[X] No[] written/multiple Yes[] No[X work based Yes[] No[X]
choice test assignment
? .
What next: Price: £425
. (+ VAT)
Please CONTACT US to book this course:
enquiries@thewayahead.org.uk 2-day workshop

“Training today’s people for tomorrow’s world”

The Way Ahead Training & Consultancy
PO Box 7054, NEW MILTON, BH25 9DB

Tel: 0845 803 7768 www.thewayahead.org.uk
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