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Giving Performance Feedback 
An overview 

Feedback: what and why 

Feedback is: giving someone information about their behavior and its impact on 
outcomes, from your perspective.  

Making feedback a regular part of workplace conversations can: 
 

Accelerate learning      |      Demonstrate Commitment      |      Build Trust 

Types of Feedback 

Feedback comes in many flavors, including Recognition (reinforcing), Constructive (redirecting) 
or Evaluation (assessment compared to standards). Which do you use most often? Which is 
most challenging? 

 

Clarity  

To have an effective feedback conversation, it’s important to clarify the following three elements 
of your feedback message.  What was the situation? What behavior did you observe? What 
impact did this behavior have on outcomes? 

Recognition
•reinforcing
•frequent is best!

Constructive
•redirecting
•important for learning 
and high performance

Evaluation
•"I know where I stand"
•assessing relative to 
standards
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The Hard Part: Data vs Story 
Can you describe the person’s behavior without adding meaning or judgement?  Think of 
watching a film, and describing what you see and hear. 

Example:   

Data  “I noticed that you didn’t speak in yesterday’s team meeting, while we were 
discussing this important project” 

Story  “You seemed really uninterested in this project in yesterday’s team meeting” 

Coaching 
 

Once you’ve delivered your message (SBI), 
ask questions to explore the issue and get to 
root cause. Is the individual missing a specific 
skill?  Is there a lack of motivation (will) or are 
expectations unclear?   

 

 

Kindness 
 

Consider how and when to deliver your feedback.  How much time has passed since the event?  
How much time is needed? What is your emotional state and how might that effect your tone?  
Find a private place and set aside time for the conversation.  

When giving constructive feedback, defensive responses are possible. Take steps to minimize 
defensive responses by thoughtfully beginning a feedback conversation. Clearly set the stage 
for what you would like to discuss and start your message with “I noticed” or “I observed.” 

SET THE STAGE

“I’d like to talk with you 
about…”

START WITH “I”

“I noticed ___”
“I observed ___”

CONVERSATION



FEEDBACK  MESSAGE  PREP

S T A T E  I N T E N T :  " I ' M  B R I N G I N G  T H I S  U P  B E C A U S E . . . "

S I T U A T I O N :  W H E N  A N D  W H E R E  S O M E T H I N G  H A P P E N E D

B E H A V I O R :  W H A T  T H E  P E R S O N  S A I D  O R  D I D

I M P A C T :  H O W  D I D  T H I S  I M P A C T  T H E  W O R K ?  T H E  T E A M ?

P R E P A R E  A N  O P E N - E N D E D  Q U E S T I O N

U s e  t h i s  w o r k s h e e t  t o  d r a f t  y o u r  f e e d b a c k  m e s s a g e .  W h e n  a l l  e l e m e n t s
b e l o w  a r e  i n c l u d e d  i n  y o u r  m e s s a g e ,  i t  c a n  h e l p  e n s u r e  t h a t  f e e d b a c k  i s
c l e a r ,  k i n d  a n d  a c t i o n a b l e .  T h i s  f o r m a t  w o r k s  w e l l  f o r  d e l i v e r i n g
r e c o g n i t i o n  o r  c o n s t r u c t i v e  f e e d b a c k .  

How does this look to you?

What else should I know?

What's your perspective?

O T H E R

The SBI framework is attributed to the Center for Creative Leadership

https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-and-impact/
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