
Managerial Feedback
Techniques
This playbook provides a step-by-step guide on how

managers can deliver constructive feedback to team

members. It focuses on fostering motivation and

promoting personal development.

Step 1: Preparation 

Gather information on the team member's performance,

achievements, and areas needing improvement. Review notes and

documentation to ensure feedback is specific and based on facts.

Step 2: Setting 

Choose an appropriate time and private setting to discuss feedback.

Ensure there will be no interruptions and that the environment is

conducive to a two-way conversation.

Step 3: Behaviour Focus 

Focus the feedback on the team member's behavior and its impact,

rather than on personal attributes. Use specific examples to illustrate

points.

Step 4: Be Balanced 

Strike a balance between positive reinforcement and constructive

criticism. Highlight what the team member is doing well in addition

to areas where improvement is needed.



Step 5: Listen and Engage 

Encourage the team member to share their perspective. Listen

actively and acknowledge their feelings and viewpoints to create a

two-way dialogue.

Step 6: Collaborative Plan 

Work with the team member to create a plan for development. Set

clear action items and timelines, and offer support and resources as

necessary.

Step 7: Follow-Up 

Schedule a follow-up meeting to review progress. Provide ongoing

support and adjust the plan as needed to ensure the team member's

growth and development.

General Notes

Confidentiality 

Maintain confidentiality about individual feedback sessions to ensure

trust and respect in the manager-team member relationship.

Documentation 

Keep records of feedback given and plans made, as it will allow for

consistent follow-up and will serve as references for future

discussions.



Legal Considerations 

Be aware of the legal implications of feedback, as improper

comments can lead to discrimination claims. Ensure feedback is fair

and objective.
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