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Objective

:Upon completion of this course, participants will be able to

e Provide managers with an understanding of the purpose and benefits of performance
appraisals.
e Develop skills for setting clear, measurable performance goals.
e Teach effective techniques for delivering constructive feedback.

e Enable managers to address underperformance sensitively and effectively.

* Prepare managers to conduct appraisals that align employee development with
organisational goals.
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Training Methodology
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Course Content & Outline

Section 1: Introduction to Performance Appraisals

e The role of performance appraisals in employee and organisational success
¢ Key objectives and benefits of appraisals

e Common challenges and how to overcome them

Section 2: Setting Goals and Expectations

e Establishing SMART objectives for employees
e Aligning individual goals with organisational strategy

e Communicating expectations clearly and effectively

Section 3: Conducting Effective Appraisals

e Structuring the Performance Appraisal Meeting
e Techniques for active listening and effective questioning

e Creating a collaborative environment for performance discussions

Section 4: Providing Constructive Feedback

e The art of giving balanced and actionable feedback
¢ Handling difficult conversations with empathy and professionalism

e Encouraging employee self-assessment and participation

Section 5: Addressing Underperformance

e Identifying root causes of underperformance
¢ Developing improvement plans and setting follow-up actions

e Strategies for motivating employees to achieve their potential

Section 6: Leveraging Appraisal Tools and Frameworks

e Introduction to common performance appraisal tools and software



» Using appraisal frameworks for consistent evaluations

¢ Documenting appraisals for accountability and future planning

Section 7: Linking Appraisals to Employee Development

e |dentifying training and development opportunities
e Building career progression plans based on appraisal outcomes

e Fostering a culture of continuous improvement and learning
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Benefits of Performance Appraisal in HR Management 7

Enhance employee development, align goals, and boost organisational success with
effective performance appraisal in HRM. Discover the benefits and methods to implement for
.optimal results
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