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Description automatically generated]Two-Way Feedback Template
Use this template when conducting a two-way feedback session. The template is often used when doing quarterly or probation reviews. The person being reviewed is to complete the first two columns and take notes during the discussion on the feedback received from their colleague/supervisor. The feedback they wish to share should also be recorded and copies are shared with both parties at the end of the session.
	Two-Way Feedback Template

	Department:
	

	[bookmark: _Hlk117676557]Name of person being reviewed:
	

	Date:
	____/____/____

	People present:
	







	[bookmark: _Hlk117676264]
	Things I perform well
	Supporting examples
	Feedback from supervisor

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	Areas for improvement
	Supporting examples
	Feedback from supervisor

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	Feedback provided to the supervisor
	Examples given
	Comments following the discussion

	1
	
	
	

	2
	
	
	

	3
	
	
	





	Discuss the values, beliefs and behaviour required to work effectively at Health United. 
Does your supervisor think your values, beliefs and behaviour reflect what is required? 
Take notes about what is said.

	













	Identify further formal and informal training that you could do in the future to enhance your skills and knowledge. 
What advice can your supervisor or peers give about accessing suitable training? 
List at least three responses.

	













	Signature:
	

	Date:
	____/____/____
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