Guideline: Giving Feedback 


Giving feedback is difficult particularly where this is being done for the first time.
However, giving feedback on performance is critical to a staff member’s development.
It is also vital in the process of managing performance.


In giving feedback to staff, the following guidance is offered:

1. Be honest in a tactful manner. Honesty may be difficult for you and the staff member but it is in the individual’s best interests to know the truth.

2. Communicate verbally and non-verbally that the intention of addressing the performance problem is to be helpful so that the problem can be solved to the benefit of the person and the department/section
3. Provide positive feedback about the strengths of the candidate. Do not only focus on your concerns. 
Remember:  often a concern may have a very positive implication e.g. There was concern about the speed at which you work and whether you could keep up with the volume of work in this job. The speed may be impacted by your attention to detail which is excellent. 

4. Use positive language like areas of development rather than weaknesses. 

5. Try and be as specific as possible. If you say that you have a particular concern, provide evidence of this. e.g. ”When you do this, it has this impact…”

6. Deliver the feedback as close to the event or behavior as possible.

Remember: You can’t “stock-pile” unhappiness, only to “vent” when angry. Also, don’t wait to tell the person that you are unhappy with his/her performance when the person asks to go on training. 
7. Avoid statements which imply subjective judgments about the individual’s personality and character
Remember: Focus on behaviour, what you have seen.

8. After describing one’s observations, ask the individual for input before making any final judgement about what happened and why

Remember: Assumptions can be dangerous and result in you looking silly.
9. The impact and consequence of poor performance should be discussed.

10. Deliver feedback on poor performance in private so as to avoid embarrassment

11. Foster a problem-solving approach rather than a “witch-hunt”

Remember: If appropriate, express your confidence in the person addressing the issue. 
