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	WORKSHEET: Feedback Conversation

	
	

	
	Purpose

This tool provides co-leads with information as to when feedback is warranted and sample steps for a feedback conversation.
When to Use

Use this tool when you want to prepare for a feedback conversation
Who Uses

Co-leads

How to Use

Use the suggested examples of situations to help you decide when to have a feedback conversation.  Use the suggested sample steps to have a successful feedback conversation.
When to Use

Refer to this list for examples of potential opportunities to give constructive feedback. 

· When a slip-up occurs in coordination or communication

· When a situation wastes time and energy

· When a situation impacts customer service

· When a team member makes commitments but doesn’t follow through

· When you don’t get the information you need from another department on time

· When a team member whose input you need doesn’t return phone calls

· When you notice increasing errors in another’s work

· When a team member is late providing resources promised to finish a project
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	WORKSHEET: Feedback Conversation

	
	

	
	Convey your positive intent. What will you say to convey your positive intent?
	

	
	
	

	
	Describe specifically what you have observed. What will you say to describe your specific observations?
	

	
	
	

	
	State the impact of the behavior or action. What will you say to state the impact of the behavior or action?
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