
 WELCOME TO TRACK TRAINING TIPS NUMBER 9.  

 

 

Giving negative feedback to your staff may be the hardest thing that you have to. 

However, DO IT you must! Otherwise you are not managing professionally. You 

never know – the individual concerned may just thank you for it – give them the 

benefit of the doubt and lets assume that they are not aware of their inappropriate 

behaviour until you tell them. 

 

So …. 10 Steps to giving feedback: 

 

1. Remember the purpose – performance improvement NOT character 

assassination 

2. Prepare yourself and the environment 

3. Choose the right time and the right place to give you the best chance of 

success 

4. Thank the individual for coming – set the scene – remind them of the purpose 

of this informal meeting  

5. Present your FACTS. Accurately, Briefly, Clearly. 

6. Present your FACTS. Objectively and professionally. 

7. Listen to the response. 

8. Make sure they understand the repercussions of their inappropriate behaviour 

for them, you, the team, the business, the customer.   

9. Gain agreement to the behavioural change required. 

10. Offer thanks again and part professionally. 

 

PS. Make sure that you have been on the ‘Effective Business Communications’ and 

‘Assertiveness at Work’ workshops first. 

 

Good Luck! 


