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The ‘How to…’ Series 

Index 

1. Cascade Goals to Teams and Individuals 

2. Conduct 180° and 360° Appraisals 

3. Conduct Team Briefings 

4. Develop a Business Plan 

5. Develop a Training and Development Policy 

6. Develop an Appraisal System 

7. Develop an Organisational Training Plan 

8. Develop Succession Plans 

9. Evaluate Individual Training and Development 

10. Evaluate Training and Development Against Goals and Targets 

11. Introduce Continuous Improvement  

12. Plan an Induction 

13. Prepare a Skills Matrix 

14. Prepare a Training Record 

15. Prepare for an Appraisal 

16. Promote Equal Opportunities 

17. Recruit the Right Staff 

18. Write a Job Description 

19. Conduct a One-to-One Meeting. 
 


