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Giving effective feedback is one of the most daunting tasks facing supervisors.  Addressing concerns regarding 
productivity, quality of work, or behavior can be difficult.  Nevertheless, it is essential to promoting staff de-
velopment and improving the work environment.  Giving positive feedback is equally as important.  However, 
the positive contributions of staff members are taken for granted or not effectively acknowledged.  Knowing 
when, where, how, and why feedback should be given will greatly enhance your success as a supervisor.   
 
When: Both positive and negative feedback should be delivered in a timely manner.  If an employee is exhib-
iting concerning behavior or has made a mistake, it is best to call his/her attention to it immediately.  This will 
enable you to capture the moment by citing specific details that are fresh.  Additionally, communicating feed-
back quickly will prevent further problems from occurring right away.  Positive feedback can be just as impor-
tant as negative feedback.  It is also most effective when it is given soon after the employee has done some-
thing well or accomplished a significant task.  Receiving positive feedback is motivating for employees be-
cause it lets them know what they are doing right and makes them feel appreciated.     
 
Where:  If you are addressing concerns with an employee, it is a good idea to do so privately.  Publicly criti-
cizing a staff member can be embarrassing and may foster resentment.  Meet with the employee in a private 
office or conference room.  This will allow the employee to focus on the matter at hand, as opposed to what 
his/her colleagues are thinking.  Acknowledging an employee for a job well-done can be done publicly or pri-
vately.  Consider the individual receiving the complement.  If he/she is shy, it may be more appropriate to 
thank that person individually or in front of a small group.   
 
How:  Discussing problems with staff members should be done when your emotions are under control.  Take 
the time necessary to calm down and reflect on what you want to say.  Critiquing an employee when you are 
angry may lead you to say something that you didn’t intend.  Raising your voice or taking a harsh tone may 
cause an employee to be on the defensive as opposed to listening to what you are saying.  Try to focus on the 
actions or behaviors that are concerning, rather than personalizing your criticisms.  Most importantly, offer 
specific examples.  After citing your concerns, communicate your faith in the employee’s ability to make the 
requisite changes and establish a plan for making future improvements.  Be sure to give the employee an op-
portunity to respond to the issues you raised.   
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Although positive feedback is much easier to give, there are a few steps supervisors should take to ensure its 
benefit is maximized.  Complements should be specific and sincere.  Don’t simply tell an employee that he/she 
did a good job, tell him/her what about it was good.    
 
Why:  Detailed feedback is essential to employee growth and motivation, as well as department success.  If 
delivered clearly and constructively, feedback can improve employee performance and workplace satisfaction.     


