[Company Logo]   [Company Name]
PERFORMANCE FEEDBACK FORM
	Company:
	[Company Name]

	Date:
	[Date]

	Feedback Given By:
	[Reporting Manager]



	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation / Department
	[Designation] / [Department]

	Feedback type: Recognition / Development / Both
	 



Feedback (Situation – Behaviour – Impact)
	Element
	Description

	Situation – when and where
	e.g. Client review meeting with [Client] on [DD/MM/YYYY]

	Behaviour – what the employee did or said
	[Observed behaviour]

	Impact – the result for the team, customer or business
	[Impact]



Rating of This Work / Behaviour
	Rating
	Label
	Description

	4
	Exemplary
	Performance well above the standard in every area reviewed

	3
	Proficient
	Solid, reliable performance at the expected standard

	2
	Developing
	Progressing, but support is still needed in some areas

	1
	Below Standard
	Performance is not yet acceptable for the role



	Rating (1–4)
	[Rating]



What to Continue
[Specific strengths to keep using]
What to Do Differently
[Specific, practical suggestion for next time]
Employee Response
[Employee Comments]
Agreed Next Steps
	Next Step
	By When
	Support

	[Step 1]
	[DD/MM/YYYY]
	[Support]

	[Step 2]
	[DD/MM/YYYY]
	[Support]




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Manager
[Reporting Manager]
Date: [Date]
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