PREPARATION FOR APPRAISAL INTERVIEW
During the next 10 minutes please read through your colleague’s documentation and prepare some questions for areas you would like to explore during the mock appraisal next week.  You may wish to use some of the stem questions below to help you or use the pre appraisal preparation form (below) to help you to focus during the appraisal.

Some stem questions you might wish to use 
Below are some example stem questions you might wish to use to explore an area from the form 3s.  Use them to help prepare your interview.

Job

What part of your job do you most/least enjoy? Why?

Any main challenges you wish to discuss?

How might your patients describe your care?

Have you had any difficult encounters with patients? What did you learn/would you do differently?

Any patient complaints you wish to discuss?

Have you ever had feedback about:


Your clinical experience


Personal organisation


Decision making

How do you handle conflicting demands upon your time?

What puts you under pressure?

Any recent stressful situations? What did you do? Would you do the same again?

What was your best decision/most difficult decision over the last 12 months?

Relationships with colleagues

Describe your team and where you see yourself within it.

How would your colleagues describe you?

What might they say is your best/worst feature?

Teaching

What opportunity do you have to teach?

Do you like teaching?

Have you the scope to extend this area?

General

What do you enjoy most/least about your job?

Have you any aspirations for the next 5 years / Where do you see yourself in 5 years?

Do you have any career development plans?

What would you liked to have achieved by your next appraisal?

Conclusion

Is there anything else/further we need to discuss

Have you thought about how the new scheme links to revalidation? Do you have any concerns regarding this area?

Pre Appraisal Preparation Sheet for Appraisers (version 2)
Using the form 3 sent to you by your appraisee, prepare the priorities for the interview.  Try and balance the way you tackle the material to maintain a positive approach and take care to be specific with examples in the discussion.  The interview does not necessarily need to be conducted in the order written down here or in form 3.

	Area for discussion
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	Evidence in support of statement/ Key questions
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It might be helpful to tick the areas as you explore them during the interview


What is a Good Appraiser?

A Good Appraiser should be able to:

· Be aware of their own values, beliefs and attitudes.

· Allow the Appraisee to understand factors that contributed to Past Performances to celebrate good performance and identify ways to improve Future Performance.

· Create a climate of Education and Development.

· Understand the Appraisal and assist the Appraisee with the Paperwork and Process.

· Arrange a Time when there is Privacy and Protected Time.

· Base the in-depth discussion on the Learner’s Portfolio.

· Help the Learner identify and prioritise Learning and Service Development Needs.

· Understand the Health Care Context relevant to the Appraisee and make realistic allowances for problems and issues.

• Understand and promote the principles of Adult Learning to help the Appraisee identify their Educational Needs, create, implement and evaluate their Personal Development Plan,

• Know where, when and how to refer Appraisee to other Agencies. 

Maintain their Personal Appraisal Skills, contribute to the Professional Development of other Appraisers and provide feedback to improve the performance, of the Appraisal Process.

Giving Feedback


Do

	1. Give it with Care
	To be useful, feedback requires the giver to want to help, not hurt the other person

	2. Let the recipient invite it
	Feedback is most effective when the receiver has invited the comments. Doing so indicates that the receiver Is ready to hear the feedback and give that person an opportunity to specify areas of interest

	3. Encourage self criticism
	People are willing to accept the criticism when they have — recognised their own strengths and weaknesses. Start by encouraging them to appraise themselves and then build on their own insights

	4. Be specific
	Good feedback deals with particular incidents and behaviour. Making vague or woolly statements is of little value. The most helpful feedback is concrete and covers the area of Interest specified by the receiver.

	5. Outline the positive
	By making feedback constructive you will be helping the receiver to find outwhat needs to be done rather than just telling them what they are doing wrong. Always look for areas of improvement rather than what went wrong.

	6. Avoid evaluative judgements
	The most useful ‘feedback describes behaviours without value labels such as lrresponsibJe’, unprofessional’, or evon’good’ or bad’ If the recipient asks you for a judgement, be sure to state that this is your opinion.

	7. Make the feedback actionable
	To be most useful, feedback should concern behaviour that can be changed by the receiver. Feedback concerning matters outside the control of the receiver Is toss useful and often causes resentment.

	8. Balance the positive and negative
	Positive feedback on its own allows no room for improvement and negative feedback alone Is discouraging.

	9. Balance the timing of positives and negatives
	Always begin and end with a positive, for each point you are making. Avoid giving all the positive points at the beginning or end of the whole feedback session. This allows the receiver to hear a more balanced view. 

	10 Choose the right time and place
	The most useful feedback is given at a time and place that make It easy for the receiver to hear it e.g. away from other people and distractions, It should be given sufficiently close to the particular event being discussed for It to be fresh in mind. Enough time should be allocated to explore any Issues raised.


Giving Feedback
Don’t
I. Deny the other persons feelings

2. Be vague

3. Accuse

4. Take for granted the person has understood

5. Bring in third parties

6. Be negative

7. Be destructive

8. Be judgemental

9. Bring up behaviours that the person cannot help

10. Be overly impressed

11. Be aggressive

Observing Feedback

Below please note if the person you are observing feeding back demonstrates any of the following:

	Behaviour


	Comments



	Dos
	

	Give it with Care
-

Let the recipient invite it

Encourage seti criticism

Be specific

Outline the positive

Avoid evaluative judgements

Make the feedback actionable

Balance the positive and negative

Balance the timing of the positives and negatives

Choose the right time and place
	

	Don ‘ts
	

	Deny the other persons feelings

Be vague

Accuse

Take for granted the person has understood

Bring in third parties

Be negative

Be destructive

Be judgemental

Bring up behaviours that the person cannot

help

Be overly impressed

Be aggressive
	


