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[bookmark: _g140bldsivx9]Practice Giving Feedback for Evaluations
[bookmark: _csvd7wetizcv]Small Group Activity

	[bookmark: _e2j68ng0o37g]About This Resource
Giving effective feedback requires practice. This small group activity is designed to help managers practice giving different types of feedback to direct reports in advance of performance evaluations.

Minimum time needed: 40 minutes 
Ideal group size: 3 people

Types of feedback:
· Positive: Reinforces and affirms what you want to see and grow in the future.
· Developmental: Helps people take their skills from good to great, or from meeting to exceeding expectations. This feedback is for helping someone take their impact to the next level.
· Corrective: Helps someone get from off track to on track when it comes to results (e.g., meeting goals) or relationships (having a negative impact on others).

While not the focus of this activity, managers may also want to review tips for receiving feedback.

Here’s what’s included:
· Activity Instructions (including one 5 min reading)
· Scenarios

Optional pre-reading:
· 5 Tips for Giving Better Feedback (2.5 min read)
· In Praise of… Praise! (3.5 min read)
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[bookmark: o2jy2e2ao2az][bookmark: _95dvz6f3nf1y]Activity Instructions
	Format
	Small groups of 3 managers
	Time
	~40 minutes



· Break into groups of three and spend 5 minutes reading: Give More (and Better) Feedback with CSAW
· Review the scenarios below. Each person chooses one scenario that feels the most relevant to their work.
· Scenarios are meant to be hypothetical, but it may help to think of real feedback you need to give. If you have a specific situation in mind, be careful to respect staff confidentiality as you practice with others.
· People can practice the same scenario, if preferred.
· For each scenario, assign roles: 1) the manager, 2) staff member, and 3) observer/timekeeper. 
Each person should practice giving feedback once.
· The “manager” should do their best to share the feedback in the time they have.
· The “staff member” should practice receiving feedback in a way that feels authentic.
· The observer should listen closely and reflect back what they notice.
· Spend ~10 min on each scenario (including role play and debrief/discussion). After each practice, have the observer share reflections and then debrief as a group:
· What did the manager do well?
· What could the manager do differently?
[bookmark: quolzmr5npp0][bookmark: _wt9uh1oiefb4]Scenarios
	1
	The staff member had some performance issues earlier this year, but has been performing much better and showing consistent improvement for the past two months.



	2
	Your organization has a four-point rating scale for evaluations: “exceeds expectations,” “meets expectations,” “partially meets,” and “does not meet.” The staff member is exceeding expectations on a couple of goals, but “partially meets” on other goals. From your perspective, the more important/strategic goals are the ones they are partially meeting, and the goals they're exceeding are less vital to the role. 



	3
	You (as the manager) have been providing a staff member with positive feedback throughout the year. You didn’t spot performance challenges, so you didn’t share corrective feedback. In preparation for the upcoming evaluation, you reached out to colleagues the staff member worked closely with. You received some troubling responses, including a pattern of the staff person neglecting work others needed while pushing those same colleagues to respond to their own urgent stuff. You learn that colleagues have been feeling disrespected. 



	4
	The staff member is performing really well, but there are parts of the job they just don't love. It'd be a loss to your organization if they left. And, you’re not sure they'll stay much longer in this role.



	5
	The staff member wants a promotion and you don’t think they’re ready—they’re meeting expectations now, but haven’t demonstrated the competencies for the next level in their role. You also aren’t sure if your organization needs someone at the next level/position right now.
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