EMPLOYERS’ ORGANISATION



COMPETENCY FEEDBACK
This User Guide deals with the following.

· Preparing to give feedback to others on their behaviour following an assessment.  This assessment could be ongoing (e.g. as part of a performance management process or as part of a development programme) or at a specific event (e.g. during an Assessment Centre or Development Centre).

· Checking how feedback went afterwards. 

Relevant tools:

· Fact Sheet 21 – Competency Feedback

· Check List 8 – Choosing Competencies for Recruitment

· Check List 10 – Competency Feedback

FEEDBACK USING COMPETENCIES
You can use the tools to help when giving feedback in the following ways:

1. Preparing yourself, or others, for giving feedback.

2. Giving the feedback.

3. Checking that you, or others, have given appropriate feedback.

1.  Preparing yourself, or others, for giving feedback
· Anyone giving feedback should be trained in feedback skills. Make sure that whoever is giving feedback understands what competency feedback is – for example by reading Fact Sheet 21 – Competency Feedback.

· Make sure that those giving feedback are aware of the competencies being used. In performance management these will be all the competencies relevant to the job. In recruitment activities this may be a restricted number of ‘essential’ competencies. See Check List 8 – ‘Choosing Competencies for Recruitment for more information.

· Make sure you have collected evidence of behaviour to support any feedback being given. When recording evidence, write examples of behaviour against each relevant competency so that you can be specific when giving feedback.  

· If collecting evidence for a formal performance review, don’t hoard it until the review meeting before you say something about it. Feedback should be given close to the time of the behaviour. However, do record it to help summarise the period under review when you get to the formal review meeting. 

2.  Giving the feedback

· Give the feedback following the advice given on Fact Sheet 21 – Competency Feedback. Most importantly, when giving competency feedback focus on behaviour, not on knowledge, skills, attitudes etc.

· When giving feedback, use Check List 10 – Competency Feedback to help prepare by turning the ‘did I…’ questions in to ‘how will I…’ questions.
3.  Checking that you, or others, have given appropriate feedback

Once you, or someone you are observing, have/has given feedback, you can use Check List 10 – Competency Feedback to:

· review the feedback from your own point of view

· assess a learners’ abilities (e.g. if you are training or coaching others in feedback skills)

· ask the person receiving the feedback to review how it went (this will be particularly useful if you are new to giving feedback).
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