PERFORMANCE APPRAISAL
Code of Conduct


	Name of intern agent:
	

	Date of review:
	

	Name of mentor:
	





	
	CODES OF CONDUCT
	POOR
	ACCEPTABLE
	GOOD
	EXCELLENT

	1.
	Understands and applies PPRA code of conduct
	
	
	
	

	2.
	Understands and applies internal code of conduct
	
	
	
	

	3.
	Code of ethics: obligations in respect of marketing
	
	
	
	

	4.
	Code of ethics: obligations in respect of disclosure
	
	
	
	

	5.
	Code of ethics: obligations in respect of offers to purchase
	
	
	
	




Comments:
	

	

	

	

	





	Intern Agent
	
	
	Mentor / Principal





PERFORMANCE APPRAISAL
Mandates


	Name of intern agent:
	

	Date of review:
	

	Name of mentor:
	





	
	MANDATES
	POOR
	ACCEPTABLE
	GOOD
	EXCELLENT

	1.
	Complete mandate training
	
	
	
	

	2.
	Understand and apply sole mandates
	
	
	
	

	3.
	Understand and apply joint mandates
	
	
	
	

	4.
	Understand and apply FICA process
	
	
	
	

	5.
	Effectively present sole mandates as best option to clients
	
	
	
	




Comments:
	

	

	

	

	





	Intern Agent
	
	
	Mentor / Principal





PERFORMANCE APPRAISAL
Offer to Purchase


	Name of intern agent:
	

	Date of review:
	

	Name of mentor:
	





	
	OFFER TO PURCHASE
	POOR
	ACCEPTABLE
	GOOD
	EXCELLENT

	1.
	Offer to Purchase training
	
	
	
	

	2.
	Demonstrate satisfactory understanding of sectional title OTPs
	
	
	
	

	3.
	Demonstrate satisfactory understanding of freehold OTPs
	
	
	
	

	4.
	Demonstrate satisfactory understanding of annexures and addendums
	
	
	
	




Comments:
	

	

	

	

	





	Intern Agent
	
	
	Mentor / Principal






PERFORMANCE APPRAISAL
FICA


	Name of intern agent:
	

	Date of review:
	

	Name of mentor:
	





	
	FICA
	POOR
	ACCEPTABLE
	GOOD
	EXCELLENT

	1.
	Attend FICA workshops and understand the importance of FICA compliance

	
	
	
	

	2.
	Understand the purpose and objective of FICA legislation

	
	
	
	

	3.
	Understand the potential consequences of non-compliance with FICA regulations

	
	
	
	

	4.
	Consistently obtain all necessary FICA information and proof in all transactions

	
	
	
	

	5.
	Knows the process to report a suspicious transaction

	
	
	
	




Comments:
	

	

	

	

	





	Intern Agent
	
	
	Mentor / Principal



PERFORMANCE APPRAISAL
Time Management


	Name of intern agent:
	

	Date of review:
	

	Name of mentor:
	





	
	TIME MANAGEMENT
	POOR
	ACCEPTABLE
	GOOD
	EXCELLENT

	1.
	Management of diary on a daily basis

	
	
	
	

	2.
	Planning and Preparation

	
	
	
	

	3.
	Allowing enough time for appointments, show hours and show houses

	
	
	
	

	4.
	Arriving at appointments and meetings timeously

	
	
	
	

	5.
	Arranging and ensuring that clients are prepared and on time for appointments

	
	
	
	




Comments:
	

	

	

	

	





	Intern Agent
	
	
	Mentor / Principal





PERFORMANCE APPRAISAL
Canvassing


	Name of intern agent:
	

	Date of review:
	

	Name of mentor:
	





	
	CANVASSING AND STOCK ACQUISITION
	POOR
	ACCEPTABLE
	GOOD
	EXCELLENT

	1.
	Networking to obtain leads

	
	
	
	

	2.
	Using all methods to obtain sole mandates

	
	
	
	

	3.
	Hosting open hours to source clients

	
	
	
	

	4.
	Monitoring other agencies mandates and following up

	
	
	
	

	5.
	Understanding and abiding by the POPI Act

	
	
	
	




Comments:
	

	

	

	

	





	Intern Agent
	
	
	Mentor / Principal



