SOP Template: Feedback Methods and Post-
Observation Meetings

This SOP details feedback methods and post-observation meetings, focusing on structured approaches to provide
constructive feedback, techniques to encourage open communication, scheduling and conducting post-observation
discussions, setting actionable goals, and ensuring continuous professional development. The aim is to enhance
performance, promote reflective practice, and foster a positive learning environment through effective feedback and
collaborative review sessions.

1. Purpose

To provide a structured process for delivering feedback and conducting post-observation meetings to support employee
development and continuous improvement.

2. Scope

This SOP applies to all supervisors, team leads, and observers responsible for providing feedback and conducting post-
observation meetings within the organization.

3. Feedback Methods

¢ Constructive Feedback: Use specific, objective language. Focus on observed behaviors and outcomes, not
personal attributes.
¢ Feedback Frameworks: Utilize structured approaches such as:
o Situation-Behavior-Impact (SBI): Describe the situation, the behavior, and its impact.
o &a€ceStart-Stop-Continuea€: Highlight actions to begin, discontinue, or sustain.

¢ Balanced Approach: Provide a mix of positive feedback and areas for improvement.
¢ Timeliness: Deliver feedback as soon as practicable after the observation.

4. Encouraging Open Communication

Create a Supportive Atmosphere: Ensure privacy and allocate sufficient time for discussions.
Active Listening: Allow the observed individual to share their perspective without interruption.
Ask Open-Ended Questions: Encourage self-reflection and discussion.

Nonverbal Communication: Use positive body language to facilitate trust and openness.

5. Scheduling and Conducting Post-Observation Meetings

¢ Scheduling: Arrange meetings within 24-48 hours of the observation. Communicate the purpose and expected
duration in advance.

¢ Preparation: Review observation notes and identify key feedback points.

¢ Structure:

Welcome and clarify the session's objectives.

Allow self-assessment by the observed individual.

Share structured feedback, referencing specific examples.

Discuss strengths and opportunities for improvement.

Collaboratively set actionable goals.

Summarize key points and outline next steps.

. Documentatlon Record meeting outcomes and agreed actions.
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6. Setting Actionable Goals

¢ SMART Goals: Ensure goals are Specific, Measurable, Achievable, Relevant, and Time-bound.
¢ Collaboration: Develop goals jointly with the observed individual to encourage ownership.
¢ Follow-Up: Schedule future check-ins to monitor progress and adjust goals as needed.

7. Ensuring Continuous Professional Development



¢ Resource Sharing: Recommend training, mentoring, or further observations to address development needs.
¢ Recognition: Acknowledge progress and achievements to motivate ongoing growth.
¢ Reflective Practice: Encourage continual self-assessment and openness to feedback.

8. Review and Update

This SOP should be reviewed annually or as processes change to ensure its ongoing relevance and effectiveness.

9. Appendix: Templates

e QObservation Notes Template
e Feedback Summary Form
e Action Plan Template
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