

[image: ]
Performance Feedback Preparation and Execution Worksheet
Instructions: Use the items below as a checklist to conduct a performance review feedback session. 

STAGE I: PREPARE
__Determine the need for feedback session – event driven, periodic, or end of year
__Notify and schedule feedback session with the team member several days in advance
__Reflect on purposes for the session: enhance team member’s self-awareness (through candid feedback), motivation, or development to positively influence future performance behavior
__Assess the team member’s needs regarding approach to use (e.g., non-directive and team member centered), communication style, expectations, possible reactions, etc.
__Develop a general outline for topics to discuss
__Create a strategy for the conversation (e.g., connect, start with positives, and finish with areas needing improvement for each category, express gratitude, and discuss developmental plan)
__Rehearse session if it has the potential for controversy and/or emotions
__Prepare the environment so it is comfortable, non-threatening, private, and facilitates connection (e.g., sitting across from each other, no obstacles or distractions)

STAGE II: Conduct Feedback Session
__ Greeted the team member and engaged in small talk to establish rapport, relieve tension, 
     and assist in setting a positive tone
__ Explained the purpose of the session
__ Provided the team member adequate time to read and process performance report
__ Highlighted key strengths using specific examples and praised member for contributions
__ Provided team members candid, clear feedback, in a non-judgmental manner, on areas needing
     improvement using specific behavior examples (focus on behavior and not on person’s 
     character), addressed the impact of the behavior on the organization and other teammates, and 
     outlined what behavior must change to improve in the future
__ Invited team member’s views to ensure mutual agreement on areas to improve and expectations
__ Guided conversation to assist team member to assume responsibility for improvement
__ Explained the reasoning behind the overall performance observation or rating
__ Shared specific actions team member needs to accomplish to earn a higher rating (end of rating period)
__ Answered team member’s questions candidly
__ Asked team member to provide his/her plan to improve
__ Provided team member suggestions on his/her improvement plan
__ Explained the importance of individual development plan to improve performance
__ Volunteered to provide individual and/or organizational resources to support plan
__ Asked team member to summarize development plan and responsibilities
__ Thanked team member for his/her contributions to the organization during the rating period
__ Ended the Session on positive note by expressing confidence in future performance

STAGE III: Reflect and Follow-Up
__Reflect on the session to identify what went well and what to do differently in the future
__Follow-up to ensure development plan is being implemented and provide feedback on performance

Active Listening				Responding		Questioning 
__ Eye contact maintained to express interest	__ Listened more than talked 	__ Avoided why questions
__ Body posture (open and relaxed vs. closed) 	     (avoid interruptions)	__Used open-ended questions
__ Head nods to show attention			__Asked questions to get person
__ Facial expressions relaxed			    to look at issue differently
__ Verbal expressions to summarize key points

Adapted from: Department of the Army (2024). Providing feedback: Counseling-coaching-mentoring. ATP 6-22-1.
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