


Checklist for conducting a performance appraisal 

Giving employees feedback on their performance is key to employee retention, as it helps them to develop and grow within the organisation and allows managers to learn more about what individuals want and need from them. 

A constructive and positive performance appraisal is therefore an important part of management. When conducting the appraisal meeting, the following points can be considered. 

	Before the appraisal

	|_|
	Arrange the appraisal at a location that will be free of disruption or distractions. 

	|_|
	Provide training to managers responsible for carrying out appraisals on effective ways to do them and how to complete related internal documentation. 

	|_|
	Ensure the line manager is comfortable with assessing job-related performance and understands the process to be followed.

	In the meeting 

	|_|
	Approach the performance appraisal in a positive, constructive and sensitive manner. 

	|_|
	Have a copy of the performance appraisal form to guide the structure of the meeting. The form can effectively be worked through, asking the employee for their comments. 

	|_|
	Begin the appraisal by putting the employee at ease and state the purpose of the process. Remind the employee that this is a two-way conversation about their past, and future, performance within the organisation. 

	|_|
	Ensure that notes of discussions are accurately recorded, whether on the performance appraisal form or in a separate document.

	|_|
	Be an engaged listener and ensure your body language is welcoming and positive.

	|_|
	Focus on asking open-ended questions to encourage the employee to be open and honest in their answers.

	|_|
	Avoid making promises that cannot be kept. For any matters which cannot be confirmed during the appraisal, ensure you take further action and feedback to the employee at a later date. 

	|_|
	Discuss the job situation and aspirations of the employee within the business. 

	|_|
	Give praise for effective work and positive feedback on achievements and results, linking this to specific projects or tasks completed. 

	|_|
	Where no major performance issues are noted, limit criticism to constructive feedback on two or three points, linking this to specific projects or tasks completed. 

	|_|
	Invite and encourage the employee to engage in the appraisal, including by providing self-criticism, comments and questions.

	|_|
	Invite the employee to feedback any deemed obstacles to improvement or make suggestions on deemed obstacles.  
Discuss how these obstacles can be positively tackled, including whether additional organisational support can achieve this.

	|_|
	Discuss objectives for the previous performance period. Discuss and confirm whether objectives have been met. If not, discuss any next steps such as the commencement of a formal management process or the extension of deadlines.

	|_|
	Discuss and agree future performance objectives and the performance period. Agree periodic review dates to ensure these objectives are on-track.

	|_|
	Complete the performance appraisal form and the action plan, outlining the confirmed future objectives. Ensure this is signed and dated by the manager carrying out the appraisal. 

	|_|
	Provide the completed appraisal documents to the employee, allowing them to note any comments and sign the documents to confirm their agreement. 

	After the appraisal

	|_|
	Follow up on any actions discussed and agreed at the appraisal and provide any additional support that has been identified as needed. 

	|_|
	Ensure periodic performance reviews are scheduled in advance. This supports the performance management process and underlines the importance of good performance to the employee. 



Interested in more?
This content was by CIPD HR-inform. Register to the CIPD HR-inform Lite platform portal for more facts, updates, and information online and straight into your inbox. You can also discover the full CIPD HR-inform Pro platform here. 
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