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	Course Title

	Conducting Staff Appraisals

	Category
	Sub-category

	Managing Staff and Volunteers
	Appraisals

	Course Description

	This half day course provides participants with the knowledge and skills they require to 

	conduct staff appraisals.  It will look at why appraisals are important and how to 

	prepare for and conduct appraisal interviews, including advice on what to discuss.

	There will be plenty of opportunities for discussion, questions and practical advice.

	The course can also be delivered in-house or be tailored to help staff prepare for an appraisal.

	Objectives / Outcomes

	Participants will cover the following subjects:

	* Why appraisals are important

	* What managers and their staff want to get out of an appraisal

	* Preparing to conduct a staff appraisal – documentation and planning

	* How to conduct the appraisal interview – techniques to employ and pitfalls to avoid

	* Handling the more difficult appraisal

	Target Audience
	Entry Requirements

	For managers and supervisors new to or inexperienced in conducting appraisals
	None

	Enrolment Details
	Qualifications

	Contact SAVO
	Non-accredited

	Training Method
	Duration

	Face to face + handouts to take away
	Half day (9.30am – 1.00pm)

	Cost
	Provider (Complete a 'Learner Provider' form)

	On application
	SAVO

	Contact Name
	Telephone

	Sue Stephens
	01473 273273

	Email
	Website

	sue.stephens@savo.co.uk 
	www.savo.co.uk
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