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You’re thinking about delivering some constructive feedback, but you’re worried you won’t get it right. Don’t stress, we’ve got you covered! Here are some questions to think through to help you prepare and deliver that feedback with confidence!

	Questions to Consider 
	Notes

	· [bookmark: _GoBack]What do I know about my co-worker that will help me prepare for the conversation?
	

	· What’s at stake for each of us with regards to this conversation?
	

	· What’s my feedback?
	

	· Phrase it using SBI:
Situation:
Behavior:
Impact:
	

	· What do I hope will improve by sharing this feedback?
	

	· How can my feedback help this person be better at their job?
	

	· How will I reassure this person that my intentions are good?
	

	· How will my conscious or unconscious biases influence the message I am trying to convey?
	

	· How might this person react? What will I do if the person becomes defensive, disagrees, or goes silent?
	

	· How will I make sure that my feedback is understood?
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