
 
 

HR-RELATED SKILL DEVELOPMENT 
 

Appraisal interviews 
 
Performance appraisal is not a precise science but a subjective judgement. There are some 
guidelines that may, however, increase an employee’s acceptance of the appraisal process and 
intention to improve performance in the future. 
 
Appraisal Interview Short Exercise  
 Using the information in this guide, and the following websites which contain sample 
performance assessment tools and guidelines: 
(www.businessballs.com/performanceappraisals.htm , 
www.cipd.co.uk/subjects/perfmangmt/perfapprsl/ , www.performancereview.com , 
www.zigonperf.com/freeresources.asp ), pair up with another student and review and appraise 
each other’s work. Identify realistic measurements and dates of completion.  
 
 
Appraisal Interview Learning Activity 
 
Objectives  
This learning activity will show you how to conduct an appraisal interview more effectively and 
equitably.  
 
Procedure note  
This exercise will involve you pairing up with another student and appraising each other’s work, 
using the sample Appraisal Interview Guide (Exhibit 1) provided or it may involve role-playing the 
characters in the case study, ‘City Bank appraisal interview of customer service representative’.  
 
For the case study, divide the class into groups.  
Each group has (1) a City Bank manager (conducting the appraisal interview), (2) a City Bank 
customer service representative, the employee and (3) two observers of the interview.  
 
Case Study: City Bank appraisal interview of customer service representative  

Manager’s brief  
You are Jennie Anderson, manager at City Bank, and you are planning to conduct the annual 

performance appraisal of one of your team members Andrew/Amy Enns. He/she has been with the 

bank for five years and has performed above expectations in all areas of his/her work. However, this 

year you have had reports of several incidents when he/she expressed minimum amounts of 

sensitivity towards customers. Also, a customer complained that Andrew/Amy showed little empathy 

http://www.businessballs.com/performanceappraisals.htm
http://www.cipd.co.uk/subjects/perfmangmt/perfapprsl/
http://www.performancereview.com/
http://www.zigonperf.com/freeresources.asp


towards their investment concerns following the events of 11 September, 2001, and showed little 

understanding of the customer's personal needs. Of further concern was his/her lack of interest in 

attending a weekend professional development workshop on the use of new software for investment 

strategies in the 21st century, developed by the Bank's corporate HR department. Discussions with 

other team leaders have confirmed Andrew/Amy's behaviour over the last twelve months.  

Using the appraisal interview guide (Exhibit 1), prepare to interview Andrew/Amy Enns.  
 
 

Employee’s brief  
You are Andrew/Amy Enns, and you have worked at City Bank for five years and you have always 

done well in your annual reviews. However, this year things haven't gone so well for you at work. 

Your mother has been ill and you have broken up with your girlfriend/boyfriend. You have received 

a phone call from your manager requesting that you meet for the annual performance appraisal. 

Prepare for this interview with your manager. 
 
 
Analysis and feedback following appraisal interview:  
1. Observers give feedback using Observer’s guide, Exhibit 2.  
2. Tutor then opens feedback discussion.  
 
After completing the appraisal interview, ask:  
1. Is the appraisal process effective and fair?  
2. Did the activity illustrate the problems of appraisal?  
3. How might you suggest improving the appraisal process? 
  



APPRAISAL INTERVIEW  
EXHIBIT 1: APPRAISAL INTERVIEW GUIDE  

 
CASE STUDY: Customer Service Representative  

 
Applicant's name: _________________________________________________  
Interviewer's name:_________________________________________________  
Interviewer's title:__________________________________________________  
Interview location:__________________________________________________  
Interviewed for:______________________________________________________  
Interview date:________________________________________________________  
 
Introductory Interview  
Would you please start by giving me a brief summary of your work history/past background.  
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
Tell me about your present work responsibilities/activities.  
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
What are some of the things you have done particularly well?  
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
What are some of the things you have found difficult to do?  
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
How did you get your job(s)/acquire these experiences?  
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
What were the reason(s) for leaving your job(s)/making changes? 
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 
 



 



 



 



 



 



 



 
 



Closing questions  
HOW WOULD YOU ASSESS YOUR PERFORMANCE OVER THIS PAST YEAR?  
______________________________________________________________________________
__________________________________________________________________  
WHAT ARE YOU LOOKING FOR IN A JOB? WHAT IS IMPORTANT TO YOU AND 
WHAT DO YOU WISH TO AVOID?  
______________________________________________________________________________
__________________________________________________________________  
WHAT TYPE OF POSITION WOULD YOU LIKE TO BE HOLDING SEVERAL YEARS 
FORM NOW? WHY WOULD THAT TYPE OF POSITION APPEAL TO YOU?  
______________________________________________________________________________
__________________________________________________________________  
IF CURRENTLY EMPLOYED, WHAT IS YOUR PRESENT SALARY? BENEFITS?  
______________________________________________________________________________
__________________________________________________________________  
WHAT ARE YOUR SALARY EXPECTATIONS?  
________________________________________________________________________  
WHICH PART OF THE CITY/AREAS ARE YOU ABLE AND WILLING TO WORK IN? 
ARE YOU WILLING TO WORK IN MORE THAN ONE BRANCH DURING YOUR 
WEEKLY SCHEDULE?  
______________________________________________________________________________
_________________________________________________________________  
ARE THERE ANY CONDITIONS THAT COULD AFFECT YOUR ABILITY TO DO THE 
JOB?  
______________________________________________________________________________
__________________________________________________________________  
COULD YOU GIVE ME THE NAMES OF TWO PEOPLE TO CONTACT TO CONFIRM 
THE INFORMATION YOU HAVE PROVIDED TODAY?  
______________________________________________________________________________
__________________________________________________________________  



 



 



 



 



 



 


