




A Process to Build & Lead High Performing Teams 
How to Give Feedback Worksheet:  
Feedback can be constructive and motivating if is it delivered in a way the receiver can internalize and act on immediately. The goal is for the receiver to remain positive about themselves, their work, their contributions, and their value to their team.

Below find a series of questions to help you organize your thoughts and intentions for a successful feedback session. You may also come up with your own original questions.

Include brief paragraphs or bullet lists capturing the specific points you would like to make and use this to continue to enhance your communication. 

Process for Giving Feedback: 
	 
Step 1: Reflect on the Situation and Goals

What is the issue?

What information or documentation do I need to gather about the issue?

How can I put the focus on the specific behavior and not on the person?

What do I want to achieve with this discussion?

Insert answers to questions. 

Step 2: Prepare the Feedback 

What are my key points?

What details, data, or documentation do I need to make my case?

What might  the other person might say and how should I respond?

What will I do if other person gets too emotional?
Insert answers to questions. 


Step 3: Rehearse Your Message 

What are my main points and how can I practice them?

Who can I share my thoughts with as a reality check?

How can I practice using a positive, constructive tone?

Insert answers to questions.


Step 4: Set the Conditions for the Session
What is the appropriate time and place?

How can I minimize distractions or interruptions?

How can I set up the meeting so we sit facing each other so there are no obstacles between 
           us (such as a desk)?

Insert answers to questions.

Step 5: Deliver the Feedback in a Positive Manner 
What can I say to recognize the person’s value?

What do I need to do to keep my emotions in check?

How can I show I am confident about my message?

How can I frame ideas in positive, professional terms to show I care?

Insert answers to questions.

Step 6: Discuss the Issue Inviting Input from the Person
How can I use space and body language to reinforce my intention to find a positive resolution?

How can I give the other person space by pausing for discussion?

Insert answers to questions.

Step 7: Check for Understanding 
How can I ensure the other person understood the message and intent of my feedback?

How do I clarify and reinforce the message (if needed)?

How can I help the other person to see the bigger picture and recognize how the issue connects to the team or community? 

Insert answers to questions.

Step 8: Develop Solutions and Set Expectations 
What is the optimal solution and how do I reinforce expectations?

How can I allow the other person to contribute to the solution?

Insert answers to questions.

Step 9: Gain Commitment to Change 
What can I say to ensure the person’s commitment to change behavior?

Insert answers to questions.

Step 10: Develop a Plan to Follow Through 
When and how should I revisit the issue to ensure resolution?

Insert answers to questions.
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