APPRAISAL

Please, where at all possible, give examples to substantiate your answers.
Appraisee  -  
Meetings

a) How well does the appraisee participate?

b) Is his contribution constructive? 

c) Does he listen to the other person’s point of view? 

d) How well does he get his point across? 

e) How well does he achieve his objectives?

Time Management

a) Is he always punctual? 

b) Is his attendance at meetings regular? 
c) Does he always meet deadlines? 
d) Does he always give the impression of being well organised?
Communication

When communicating verbally the appraisee

a) Speaks clearly and concisely, matching the needs of the recipient

b) Speaks in a muddled way causing confusion

c) Over-communicates

d) Finds it difficult to share information

When speaking formally to a group of people the appraisee is 

a) Well prepared, knowledgeable about the topic and confident

b) Well prepared but nervous about speaking in public

c) Poorly prepared but knowledgeable enough to give a polished performance

d) Unwilling to speak in public

e) Willing but communicates poorly

Assertiveness

Is the appraisee assertive? Does he:
a) Respect and allow the views of others before making a decision

b) Bully others into his point of view

c) Allow stronger personalities to dictate his opinions

d) Pay lip service to consultation

Leadership

Is the appraisee decisive? Is he:
a) Afraid of upsetting others by making a difficult decision?

b) Quick to impose his views and judgements on others

c) Achieve a good balance between consulting others and taking a firm lead

d) Would he, in your opinion, rather be popular than effective as a manager?

e) Does he lead by example?

f) Does he delegate well?

Representing the Practice externally

a) Does the appraisee display a professional approach in his business relationships?

b) Is he approachable?

c) Does he make promises that he cannot keep?

d) Does he show people respect at all times?

e) Would the practice be highly thought of if its level of professionalism is judged by the way he conducts himself?
Establishing business relationships

In his business dealings with external parties 

a) Does the appraisee establish good working relationships?
b) Is he easy to deal with?
c) When met with counter arguments does he give in too easily?
d) Is he respected?
Managing people

How do members of the Practice staff view the appraisee?
Is he:
a) someone to be feared?
b) one of the team?
c) someone they want to help?
d) respected?
Any other comments?
Signed ……………………………………….

Date …………………….

Print name ……………………………………………………….

N.B. We ask you to provide your name as the appraiser may wish to seek clarification on certain issues. Your responses will, however, be anomymised to the appraiser.

