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AGENDA
                       One Day Appraisal Training Programme


09.15
Introduction.

09.30
Motivation.


Objective: To show how to Motivate employees for peak





 performance.


10.00
The Importance of the Appraisal.

Objective: To illustrate the importance of the Appraisal.

10.30
Key Skills.

Objective: To define the Key Skills. 

11.00
Coffee.



11.15
Job Descriptions.

Objective: To illustrate the different Leadership Styles.


11.45
Objectives.

Objective: To show how to set appropriate Objectives.
12.30
Preparation and Planning.

Objective: To show the Preparation and Planning needed.

1.00
Lunch.

2.00      
Techniques for effective Interviewing.
Objective: To highlight the techniques for effective

                   Interviewing.

2.30
The Appraisal Interview.

Objective: To demonstrate how to conduct an effective




Appraisal Interview.

3.00
Tea.

3.15
Dealing with difficult Appraisals.

Objective: To show how to deal with difficult Appraisals. 


3.45
Mini Appraisals.


Objective: To demonstrate the benefits of mini Appraisals.



4.00
The continuing Appraisal.
Objective: To show why the Appraisal is an ongoing process.

4.15
Developing your People.


Objective: To illustrate how to develop your People.

4.45
Summary.

5.30
Close.

