
        

 
Performance Feedback Tips 

 

Continuous Feedback 
Performance Reviews are dreaded by most managers because ongoing feedback has not 
happened and an entire year’s worth of feedback needs to be crammed in an annual review 
session. 
 
Ideally, the feedback you will provide to your team should not come as a surprise. Your best 
performers should know that they are your best performers. Conversely, your problem 
performers should know that they are underperforming. 
 
The good news is that you can change this going forward. Plan to give regular feedback to 
your team members and keep track of what you have communicated. If you do this 
regularly, annual reviews will become much easier. “That is good advice, but what do I do 
this year?” 
 

Be Honest 
It is much easier to give positive feedback than negative feedback. However, if you don’t 
give balanced feedback, you are making more work for yourself. You or others on the team 
will need to fill in where there is a performance gap by someone else. By not dealing with 
your poor performers, you demonstrate to your good performers that poor performance is 
tolerated, or even worse – rewarded! 
 

Be Specific 
Universally, everyone wants to know how they are performing. If you tell someone that 
they are doing well, cite specific examples that tie back to the Performance Factors in the 
review form. This is also true when someone is not performing at the level you would like. 
Too many times performance is stated in general terms – “She is a real team player”, “He is 
unreliable”. There is a reason why you draw that conclusion. You need to cite examples you 
have observed. If you want to see good behavior repeated, you need to specify exactly what 
that behavior is, and why it is valuable. Conversely if you want to eliminate bad behavior, 
you need to identify exactly what behavior you would like someone to stop and the reason 
why. 
 
Example: Initiative - Positive 
“I gave you a 4 rating in Initiative because you recognized instances where improvement 
might be made in productivity and communicated them to me. One time was for XXX, once 
for XXXX and most recently for XXXXX. One of those ideas was recently implemented and it 
has saved us XXXX.” 
 



        
 
 
Example: Initiative – Negative 
“I gave you a 2 rating in Initiative because when I asked the team to brainstorm ways we 
might find productivity gains, you did not participate consistently. In the first meeting you 
were engaged, however in the second meeting you were not actively participating and were 
disruptive. When specifically asked for your opinion you indicated that you were not hired 
to improve processes, but to assemble XXXX. The comment impacted the other participants 
and people stopped contributing ideas after you said that.” 
 

Quick Tip 
If you are still feeling overwhelmed – try doing this to prepare for your reviews: 
 
Write down the people on your team on a piece of paper. Across the top write these 
headings: 

 More of 

 Less of 

 Continue 
Fill in specific examples, 2 or 3 for each category, and how that behavior impacts the team. 
This will assist you in giving a rating on each Performance Factor and greatly assist in the 
face to face meeting with your employee. 
 
Don’t put the paper away – keep using it all year – so next review cycle will be a snap. 
 

Next Level Challenge: 
Consider asking your employees for feedback on you. Use the same 3 categories: 

 More of 

 Less of 

 Continue 
If you take the feedback and act on it, you will build trust on your team and become a 
better leader. 


