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Introduction 
Conversations in their various forms (a talk triggered by specific events, a quick on-the-fly ex-
change etc.) and differing levels (one-to-one talks, team discussions, private chats at lunch 
etc.) represent a significant feature cultivated at the Angewandte in the course of every day. 
Conversations between seniors and their staff occur on a daily basis, but they primarily 
refer to work-related, factual exchanges of information. However, long-term goals and 
work results, especially any work-related difficulties or distress, teamwork issues, as well as 
career prospects, tend to remain undiscussed. 
 
The annual appraisal as a one-to-one talk between hierarchical senior and team member is 
set up as a platform for discussing such issues. It will thus reach beyond daily business ena-
bling an open exchange on an equal footing, regarding 
 
 department goals and the employee’s contribution, 
 tasks and work conditions including the employee’s own ideas regarding these mat-

ters, 
 job-related problems and misunderstandings, as well as cooperation with colleagues 

and superiors. 
 

Thus the annual appraisal offers the opportunity to find out about interests, potentials and 
concerns, as well as obtaining feedback on one’s own actions. Openly discussing such is-
sues will encourage teamwork based on trust and self-responsibility. 
 

Formal Setup 
 According to the Works Council Agreement dated 27.2.2013, the annual appraisal 

must be offered by the hierarchical senior at least once a year. Whilst the appraisal 
will usually be initiated by the person in the supervising position, the conversation 
may also be requested by the subordinate. 

 The appraisal date is to be agreed at least one week in advance. 
 Together, guidelines and preparation sheets are meant to assist in preparing thor-

oughly for an upcoming appraisal. 
 Both persons involved are to treat the conversation as confidential towards third par-

ties. 
 A short summary which has been mutually set up and signed by both should particu-

larly contain any agreements made between manager and staff member. 
 Both parties will keep a copy each as a point of reference for review purposes in a 

subsequent conversation. An additional copy of the summary is to be forwarded to 
HR in a sealed envelope. 

 Should any disagreement or conflict occur that cannot be resolved during the course 
of the annual appraisal itself, the conversation may be postponed, or the aid of an in-
dependent person of trust may be requested, e.g. a member of the works council or 
an external facilitator. When requested, contacts will be provided and paid for by the 
Dept. for Internal Continuing Education. 

 



Issues 
During the annual appraisal any issue may be discussed that the persons involved consider 
relevant and meaningful beyond the boundaries of daily business. Typical issues are 

 Work-related tasks – How does the employee feel about his/her area of work? 
 Work environment – How about the work conditions surrounding the tasks? 
 Cooperation between colleagues, as well as between senior and subordinate 
 Prospects regarding change and development – Opportunities to develop one’s ca-

reer or obtain further education/training 
 
The appraisal may of course focus on individually relevant subjects and therefore include any 
issues considered important – in addition to the following subjects (stipulated in the works 
council agreement) 

a) Discussing the organizational unit’s job-related goals, as well as its tasks in the sub-
sequent year; based on this information the employee’s contribution towards achiev-
ing these goals is to be agreed. 

b) Agreeing on specific measures to improve or maintain the employee’s performance 
and motivation, as well as any measures which are necessary or appropriate for the 
employee’s long-term vocational development. 

c) Determining and discussing any existing knowledge and skills which the employee 
currently cannot incorporate in her/his area of work. 
 

Preparation 
Preparing for the appraisal, both persons involved ought to think about the desired contents 
of the talk. The preparation sheets offer appropriate indicators to help both not to overlook 
important issues and prepare contents which they would like to emphasize. In case particular 
subjects need be discussed, it is sensible to inform the other person in time so that both may 
prepare thoroughly. 
 

Please also consider where you would like to hold the conversation, such as an undisturbed 
room in the house or perhaps a quiet location outside the Angewandte. 
 
You can download the preparation sheets at dieangewandte.at/personalabteilung/downloads 
 

Annual Appraisal 
The success of an annual appraisal depends on the dialogue being determined by mutual 
appreciation and openness and to which both contribute an equal share. 
 

A variety of ideas regarding conversation techniques can be found overleaf. 
  



Follow-Up 
As important as the preparation of the appraisal is the appropriate follow-up. 
After the conversation the persons involved should reflect on both the course and the result 
of the discussion, asking themselves in particular: 
 

 Have all subjects been discussed that are important to me? 
 Am I happy with the course which the conversation took? 
 Am I happy with the result of the appraisal? 

 
Should this uncover the need to discuss matters further, the persons concerned may agree 
to meet for another talk. 
 
 
 
 
 
 

Feedback during Daily Business 
Whilst the annual appraisal is important as the basis for effective interaction, it does of 
course not replace regular feedback during the course of everyday business. 
 
Open feedback is important to eliminate ambiguities and encourage mutual understanding. 
Feed-back during daily business will provide orientation, certainty and motivation to continue 
with the job. Such feedback is also recommended for employees who are highly motivated 
and conscien-tious workers, in order to demonstrate to them that their dedication is much 
appreciated and not taken for granted. 
Feedback is equally important for employees who are not yet familiar with their tasks or re-
quire support for any other reason. 
 
It is therefore important that feedback does not only take place during annual appraisals, or 
is kept until the appraisal date, but it should (also) be given as closely as possible to the 
event in question. 
 

Suggestions on how to word feedback constructively can be found overleaf. 

  



Suggestions for an amicable conduct of discussions 
You will already know or automatically apply in your communication many of the below men-
tioned suggestions.  Still, it is useful to remind oneself from time to time which methods can 
be used to encourage a positive atmosphere during any conversation. 
 

For a constructive talk governed by mutual appreciation it is helpful 
 
 to watch out for clarity and express yourself in a clear and unambiguous manner. 
 to show interest in the concerns of your opposite. 
 to occasionally put yourself in the other’s frame of mind. 
 to listen calmly while the other is speaking and let her/him finish. 

 
 to reason your own viewpoint with the help of fact-based arguments. 
 to voice criticism unemotionally and based on specific examples. 
 to respond to the other’s arguments and check your understanding (e.g. „Have I got it 

right that ...?“). 
 to listen to criticism calmly and reflect honestly as to which of it may be true. 

 
 to raise matters of conflict openly and fully discuss differences of opinion. 
 to be able to admit to own neglects and errors. 
 to avoid generalizations such as „always“ or „never“, or delivering killer phrases like 

„We’ve always done it like that!“ 
 
 

Suggestions on how to give feedback 
On giving feedback it is helpful to bear in mind the following notes, so that your opposite can 
take this feedback easily which will increase the chance for improvement. 
 
 Mention strengths and assets, as well as weaknesses and behaviours which you 

didn’t like. 
 Put positive comments at the beginning and the end. 
 Always make use of „I-messages“, e.g. „I think ...“, „I see that in such and such a way 

...“. Do not use „You are so ...“ 
 
 Talk about work behaviours or work results, not personal issues. 
 In your feedback be specific and precise referring to a specific situation, task or be-

haviour. 
 Feedback should be useful, i.e. it should refer to behaviours that the recipient is able 

to change. 
 
 Ask questions regarding self-observations and motives („How?“/„What purpose?“) 
 Enquire about/reflect on other options of behaviour („How else could I have done it?“) 
 Offer suggestions on how to improve something, if the employee or supervisor cannot 

think of any alternatives herself/himself. 
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