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How To Deliver Performance Management Feedback

1) Gather Data and Forms

__Performance Review Form
" __Peer Feedback

‘ __Other: Accomplishments, Accolades, Performance Metrics
2) Schedule Meeting
9 __Schedule Meeting Date:
__Send Meeting Invitation Time:
__Attach Documents Location:
H !‘ s L
Set the Tone

__Focus on Employee Recognition and Growth
__Two-way Dialog
__ Private and Confidential

Share Feedback
__Nosurprises!
__Provide Examples, Data
__Focus on Performance, Not Personality
__Forward-looking Toward Growth and Development

5) Get Input

__Listen to Employee Point of View
__Identify Training/Development Needs
__Plan Next Steps/Goal Setting

6) Finalize Documents

__Employee Comments
__Signature

__ Date

__File Review Form
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