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1. Why is this important
2. Top tips
3. The process



Why is this important – and now?

The recipient

• They need to know where they stand

• Opportunity to share own perspective

• Know where they are going

• Know they are being supported

The Manager

• Understand a different perspective, concerns, needs, 
aspirations, support required

• Provide feedback

• Clarify direction and expectations

The Organisation

• To ensure people are pulling in the same direction

• Ensure the organisation learns and evolves from within



Top tips

Before the meeting
• Set yourself objectives for the meeting
• Have some examples to demonstrate your perspective
• Consider how you will deliver any challenging feedback
• If there are non negotiables know that beforehand

During the meeting
• Understand before being understood
• Be clear – this is not the time for ambiguity
• Set a way forward, including support

After the meeting
• Have notes about what was agreed
• Have mini GiveMe5 meetings throughout the year



Part 1 - Give Me Five New Template 

1. What have been your most valuable achievements 
since the last discussion? 

2. What have you enjoyed most within your role/the 
team since we last met? 

3. What are the challenges? What do you suggest we 
do about these challenges to improve? 

4. What support or direction do you need from your 
manager? 

5. What are two things you have noticed about my 
performance that are positive? And one thing that I 
could improve on? (employee to ask manager) 



Part 2 - Performance Excellence Plan 



Part 3 - Development Plan - Objectives & Actions
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Development Objectives

• Maximum of three

• Clear and distinct

• Link work needs and 
personal aspirations



Summary

• Have the two way meeting
• Set the direction
• Plan the development
• There is nothing different in doing it 

virtually, everything just becomes 
more important  

• Have a go, do it – the more you do 
it the more your confidence and 
competence increases
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