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	Performance Feedback Form


	Feedback requested for
(Staff Member’s Name):
	Purpose of Feedback:
	Requested by (name and title):

	     
	     
	     

	Position Title:
	Department:
	Division:

	     
	     
	     

	Person providing feedback
(name and title):
	Type of working relationship with staff member
(supervisor, ‘customer’, colleague, subordinate, mentor, etc.):

	     
	     


This form is used to provide feedback to individuals under a variety of circumstances. The form can be used to acknowledge and document good performance during the year. It can also be used to provide feedback on performance as part of the annual evaluation process. 

	Suggested Feedback Topics

	Please provide feedback based on your working relationship with the person named above. Provide both positive feedback and constructive comments, using examples to clarify points. Describe specific suggestions for improvement.

You may comment on any appropriate, work related topics. Suggested topics include:

· Staff Performance Factors

· Supervisor Performance Factors

· Handling regular job responsibilities

· Working on special projects or initiatives
· Maintaining and building skills, knowledge and expertise

	Discussion/Feedback Details

	


	Feedback Provided By: (Print Name)

     
	Title

     
	Date

     

	Signature:
	


