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Performance appraisals are one of the most 
unpopular managerial tasks. Psychologist Peter 
Quarry gives ten practical tips on how to conduct 
an appraisal interview to achieve positive and useful 
outcomes that will bene�t the employee and whole 
organisation.

1. Avoid surprises
eht si siht fi ylevitagen dnopser yam eeyolpme nA  

�rst time that he/she is hearing negative feedback.

 eht ta dna ,raey eht tuohguorht kcabdeef edivorP  
time when it is relevant.

2. Base appraisal on the job
.airetirc sselgninaem diovA  

no kcabdeef esab dna noitpircsed boj redisnoC  
actual tasks.

3. Encourage employee preparation
yeht fi evitcudorp erom slasiarppa dnif seeyolpmE  

can prepare.

4. Use of forms
.lufpleh eb nac smroF  

erom mrof eht fo noitelpmoc eht ekam ton oD  
important than the actual discussion.

5. Ratings
ni tluser yeht fi noisnet fo level a dda nac sgnitaR  

a pay rise.

.noissucsid eht morf sgnitar etarapes ot yrT  

6. Getting started
morf eerf ,gnittes elbatrofmoc a egnarrA  

interruptions.

.emit hguone etacollA  

 fo slaog eht tuoba noitcudortni na htiw nepO  
the interview.

7. Ask for feedback
.kcabdeef yaw owT  

trap elbaulav a osla si sreganam eht rof kcabdeeF  
of the process.

8. Meeting structure
ecnamrofrep fo weiv llarevo na htiw tratS  

through the year.

.gnileef si ehs/eh woh eeyolpme ksA  

.noitpircsed boj eht hguorht kroW  

.cificeps eht ot lareneg eht morf evoM  

.noissucsid gnidrager seton ekaT  

.tnempoleved eeyolpme rof snalp yfitnedI  

9. Tips for giving negative feedback
.selpmaxe evig dna cificeps eB  

no sthguoht rieht erahs ot eeyolpme eht ksA  
feedback and gain agreement on feedback.

 evitagen eviecer ot woh ledom nac sreganaM  
feedback.

10. Agree on action plan
gnieb noitca ni tluser slasiarppa lufsseccuS  

implemented.

.nalp noitca ssessa ot etad weiver teS  

10 Steps to Flawless Appraisal Interviews
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In this program, Psychologists Eve Ash and Peter 
Quarry, discuss why some sta� deliver substandard 
work and o�er practical solutions for managers to 
overcome the issue.

Examples of sloppy work can include: slow or late 
completion of tasks, mistakes, taking shortcuts that 
can lead to safety, quality and compliancy issues, 
incomplete work, unchecked �rst drafts, neglecting 
to return calls. Of course the reasons for these 
work habits can vary, but the consequences can be 
far reaching. A sloppy worker can present a poor 
role model for new employees. Team members can 
become resentful as they take on extra work. Delays 
and poor quality can lead to service complaints, 
which can impact on business success. This program 
o�ers six practical guidelines to support managers
to understand employee work habits and to
improve work performance.

1. Set standards
era taht seicilop dna sdradnats deen seinapmoC  

clearly laid out for all sta�.

 hcus deniltuo ton evah sredael ynapmoc eht fI  
standards, then Team Leaders can also implement 
standards as appropriate for their team. These 
standards can also move upwards or downwards.

 eb ot deen selpicnirp ro sdradnats esehT  
understood by all.

dna sevitcejbo ynapmoc etalsnarT .2
standards to teams

.snoitatcepxe rieht yfiralc ot deen sreganaM  

.eugav gnieb diovA  

.sliated lluf eviG  

 rieht liame meht evah dna seton ekat ot ffats ksA  
notes to ensure understanding.

.sksat fo noitelpmoc rof setad eviG  

.sessecorp no eergA  

 gnidivorp rof ytilibisnopser ekat tsum sreganaM  
clear instructions and ensuring they are 
understood.

.seitiroirp weiver tsum ffats dna sreganaM  

3. Develop skills through training
ffats erusne ot sdeen gniniart laudividni redisnoC  

are appropriately skilled to complete tasks to 
standard.

 ynam ni dedivorp eb nac gniniart ro gnihcaoC  
modes, depending on needs. 

.dehcaoc eb nac erutan yb ’yppols‘ era ohw elpoeP  

4. Monitor work and provide feedback
.kcabdeef ni cificeps eB  

.kcabdeef gnivig nehw ’yhw‘ nialpxe syawlA  

.kcabdeef gnivig yaled t’noD  

.segnahc dna kcabdeef ot tnemeerga teG  

5. Manage mistakes
tsuj‘ elbane dna nrael ot yaw taerg a era sekatsiM  

in time’ learning.

.erutluc emalb on a erusnE  

 ni noisses kcabdeef ekatsim a tnemelpmI  
meetings where all workers are regularly asked 
to share a recent mistake they’ve made as a 
learning activity. This will enable open, honest 
communication within teams.

6. Reinforce and reward good work
stsoob tnemegaruocne dna kcabdeef evitisoP  

morale and contributes to creating a culture of 
excellence.

 krow otni smetsys snoitingocer dna sdrawer dliuB  
practices and communication.

 dna lamrof eht ta eb ot sdeen noitingoceR  
informal level.

6 Ways to Prevent Sloppy Work
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Exit interviews provide an excellent opportunity 
to uncover sta� satisfaction problems and 
implement positive changes for remaining and 
future employees. It is critical to understand why 
an employee leaves and to document feedback 
regarding leadership styles and other workplace 
issues. Psychologist Eve Ash presents strategies and 
techniques to ensure your next exit interview is of 
the highest quality and useful for the organisation 
as a whole.

1. Implement an online survey
.gniteem ecaf ot ecaf naht gnitnorfnoc sseL  

.saib reweivretni oN  

.gniteem ecaf ot ecaf htiw noitcnujnoc ni esU  

2. Pool data to identify trends
.smelborp yfitnedi ot elbaulaV  

3. Timing of exit interview
.noitangiser retfa yletaidemmi detcudnoc tseB  

.diviv erom eb lliw kcabdeeF  

4. Use an independent person
.tnatlusnoc edistuo na ro secruoseR namuH morF  

.saib sdiovA  

OEC fi kcabdeef tsenoh niatbo ot tluciffid eroM  
or similar conducts interview.

nepo dna tsenoh erusnE .5
communication

.noissucsid elbatrofmoc a pu teS  

.ytilaitnedifnoc tcepseR  

 noitamrofni esu ot tnemeerga niag syawlA  
if necessary.

6. Use good questions
.snoitseuq elpmiS  

.noitelpmoc ecnetneS  

?tem snoitatcepxe s’eeyolpme ereW  

.snoitseuq pu wolloF  

?won yhw – noitangiser fo gnimit eht erolpxE  

.ecnelis rof wollA  

.dedeen segnahc tuoba ksA  

.snoitseggus larrefer rof ksA  

7. Accept constructive comments
.laitrapmi niameR  

.regna htiw decaf fi ,stnemetats yhtapme esU  

8. Pass on feedback to managers
.lautcaf eB  

.evitisop eb osla nac kcabdeef rebmemeR  

9. Develop improvement strategies
deen taht saera tuoba noitamrofni rehtaG  

improvement.

 sreganam rehgih ro maet ytilauq ot ssaP  
as appropriate.

9 Essentials for Exit Interviews
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Many managers are confused by the di�erence 
between a discipline interview and a counselling 
or coaching session. Psychologist Peter Quarry 
explains the purpose of a discipline interview, when 
to conduct one and the involved practicalities. This 
program covers progressive disciplining, the role 
of documentation and how to deal with strong 
emotions.

What is ‘progressive disciplining’?
.gninilpicsid evissergorp ot slevel eerhT  

.tnemmoc lausaC  

.)gnivlos melborp( gnillesnuoC  

.)ssecorp gninraw( gniteem enilpicsiD  

Do we treat each discipline situation 
in the same way?

.noitautis tif ot hcaorppa tpadA  

.laudividni eht redisnoC  

 suoires yrev fi enilpicsid ot yletaidemmi og ylnO  
and a last resort.

The role of documentation
 eht etaitnatsbus ot deriuqer si noitatnemucoD  

facts and events.

 eeyolpme evah dna gnillesnuoc nehw seton ekaT  
sign notes.

Preparation for discipline interview
 eht gniredisnoc ,noitacol dna emit eht egnarrA  

need for privacy.

 noinu ,nosrep driht a rof deen eht redisnoC  
representative or manager to be present?

.seicilop snoitasinagro eht wonK  

 detroppus era secneuqesnoc desoporp eht erusnE  
by management/organisation. 

Structure of a discipline interview
.emoctuo evitisop a no sucoF  

.weivretni eht fo lortnoc niatniaM  

.tsap eht ni deneppah sah tahw weiveR  

.melborp eht etats ylraelC  

.secneuqesnoc eht etats ylraelC  

.etad weiver a no eergA  

.snoitseuq era ereht fi ksA  

Dealing with strong emotional 
reactions

.yhtapme wohS  

.euqinhcet ’drocer-nekorb‘ esU  

.mlac yatS  

.sraet era ereht fi ylralucitrap ,tneitap eB  

.dneirf eht naht rehtar ,reganam eht eB  

Conducting Successful Discipline Interviews
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In this program, Psychologists Eve Ash and 
Peter Quarry, discuss strategies for successful 
mentoring. The role of a mentor is di�erent from 
that of a supervisor or coach and without this 
speci�c understanding a mentor may end up 
micromanaging, rather than advising. This program 
presents two role plays, modelling how to establish 
the process in the �rst meeting and how to identify 
and confront challenging trends of the mentee. The 
skills for successful mentoring are outlined.

1. The �rst meeting
In the �rst meeting, the mentor may �nd that he 
or she takes the lead role, as there are basic details 
regarding process and expectations that need to be 
established. 

 snoisserpmi tsrif taht rebmemer ,msaisuhtne wohS  
are important.

 ot gnileef si ehs ro eh woh eetnem eht ksA  
uncover any underlying fears that may block the 
process.

 fo noitarud eht dna netfo woh ,nehw hsilbatsE  
the sessions.

.noitacinummoc fo sdohtem tseb eht yfiralC  

.snoisses gnirotnem eht rof slaog eht hsilbatsE  

.slaog reerac s’eetnem eht yfiralC  

 snrecnoc krow tnerruc eht era tahw dnatsrednU  
and issues for the mentee.

2. A middle meeting
As the process progresses, the mentor will have a
greater understanding of the issues preventing the
mentee from achieving his or her goals. Through
providing appropriate and supportive feedback it
is possible to assist the mentee to develop skills and
implement change.

.ruoivaheb eetnem ni sdnert rof kooL  

.ruoivaheb fo selpmaxe edivorP  

.eetnem eht egnellahc dna tnorfnoC  

.snoitseuq dedne nepo doog ksA  

.yhtapme wohs dna ylevitisop netsiL  

.kcabdeef ot tnemeerga niaG  

.slaog s’eetnem ot refeR  

 ytilibisnopser ekat ot eetnem eht egaruocnE  
for change.

.ecivda edivorP  

3. Skills for a mentor
.gninetsil evitcA  

.snoitseuq nepo ksA  

.tnorfnoc dna egnellahC  

.slliks noitatilicaf dooG  

.tsurt poleveD  

.ytilaitnedifnoc ot eergA  

.gnirac wohS  

.seitinutroppo gnikrowten edivorP  

How to Mentor
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Psychologist Eve Ash knows people are stressed, 
overloaded and drowning by the number of emails 
they receive. Eve says the time accessing emails 
should be controlled to overcome the addiction of 
receiving email on-tap, anywhere, anytime. To really 
get on top of email overload there should be two 
objectives: to have an empty inbox, using a simple, 
e�ective system. This program introduces CADDY, a 
system of email management that enables sta� to 
control their emails, rather than the other way round.

CADDY
C- Calendarise

.seludehcs ,stneve ,stnemtimmoc eganaM  

.sliame gniludehcs yna htiw yletaidemmi laeD  

noitacol ,emit sa hcus ,noitamrofni tnaveler ypoC  
into calendar or diary.

A - Ask 

.KSA dellac redlof wen pu teS  

.kcabdeef rof gnitiaw era taht KSA ni sliame eliF  

 ssergorp eht dna sksat detageled rotinom ot elbA  
of requested information.

.KSA ni sredlofbus pu tes ton od ,elpmis ti peeK  

D – Delete

.sliame yrassecennu gnipeek diovA  

.ti eteled neht ,ti htiw tlaed neeb sah liame eht fI  

D – Do

.OD dellac redlof wen a pu teS  

 elbuod sevas ,yletaidemmi sliame ot dnopseR  
handling.

 ,yletaidemmi no detca eb ton nac taht sliamE  
put in the DO folder.

.deraelc eb dluohs redlof OD ehT  

Y – Year it

.gnivihcra fo metsys A  

.raey ot gnidrocca sredlof ni sliame evihcrA  

How to Survive Email Overload

Duration: 14 minutes
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Just about every organisation is interested in 
diversity and has introduced policies and programs 
that support diversity. However, implementing real 
change and an inclusive culture often boils down 
to the individual, their values and their perceptions 
of stereotypes. In this program, Psychologists Eve 
Ash and Peter Quarry investigate the individual’s 
barriers to welcoming di�erence and more 
importantly how they can be overcome. 

Bene�ts of diversity in the workplace
 ot sdael ytisreviD .seitinutroppo stneserP  

innovation and variety.

 ruo nihtiw ytissecen a si ytisrevid fo ecnatpeccA  
global world. 

 era ew yaw eht no dneped lliw sseccus ssenisuB  
able to accept diversity.

Diversity/Inclusion
.lamron si tahw morf noitairav a si ytisreviD  

 morf elpoep hcihw ot eerged eht si noisulcnI  
a diverse background are allowed to function/exist 
within an organisation.

Why don’t individuals value di�erence?
.gnignirbpU  

.ecneirepxe detimiL  

.seulav lanosreP  

.elbatrofmocnu leeF  

.aidem eht fo eloR  

10 Suggestions
.gnikniht gnorw/thgir diova ot yrT  

.sdnuorgkcab tnereffid morf elpoep teeM  

.sepytoerets ruoy egnellahC  

?uoy tceffa sepytoerets tahW  

.elpoep egduj ohw srehto egnellahC  

.dedulcxe neeb evah uoy nehw semit eht redisnoC  

?pleh ytisrevid nac woH  

.ytisrevid emoclew srehto pleH  

.aidem eht ta kool yllacitirC  

.flesruoy edulcxe t’noD  

Overcoming Personal Barriers to Diversity
Duration: 19 minutes
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Research shows behavioural interviewing is 
�ve times more successful in choosing the
right candidate for a job, over more traditional
interviewing techniques. Psychologist Peter Quarry
explains behavioural interviewing and gives many
examples of how to do it in a real situation.

The di�erence between ‘traditional’ 
and ‘behavioural’ interviewing

 ton od netfo weivretni lanoitidart a ni snoitseuQ  
allow for detailed responses.

.noitiutni ro ’gnileef tug‘ no seiler netfo reweivretnI  

 sepytoerets yb decneulfni eb nac reweivretnI  
and bias.

 erutuf fo rotacidni doog a si ruoivaheb tsaP  
behaviour.

Base the interview structure on the 
job analysis

 dnatsrednu ot boj eht fo sisylana na htiw tratS  
the required behaviours.

.ruoivaheb hcae rof snoitseuq poleveD  

How to ask behavioural questions
1. Situation  – describe the situation.

2. Behaviour  – describe the behaviour.

3. Result  – what was the outcome or result from
that behaviour.

 nac sesnopser dna dedne nepo era snoitseuQ  
be rated.

.sesnopser tuoba kniht ot emit tnacilppa wollA  

Follow up questions
.snoitasilareneg diova ot scificeps rof ksA  

.secneirepxe lufsseccusnu tuoba ksa oslA  

Assessing credibility
.sliated no niht era sesnopser nehw trela eB  

?srewsna eht ni seicnetsisnocni ereht erA  

.egaugnal ydob redisnoC  

The Art of Behavioural Interviewing
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