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	Feedback Framework Worksheet


The following worksheet is intended to provide you with the tools you can use to develop effective feedback for an individual. You can use the worksheet by answering the questions provided. The worksheet will help ensure you structure your feedback in a way that includes all the elements of effective feedback including: Expectations, Observations, Assessments, and Consequences. This worksheet provides you with the questions that you would want to ask yourself as you think through or construct effective feedback. The worksheet is a way to help you think about both positive and constructive feedback. 
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	· What are the desired behaviors or outcomes?
	· What are the facts of the situation?
	· What is your interpretation of what you observed?
	· If the behavior does not improve, what will be the consequences? 

	
	
	
	

	· How should this employee be performing?
	· What did you see happen?
	
	· If you observed positive behavior, how will you recognize or reinforce this behavior? 

	
	
	
	

	· Were expectations clearly discussed?
	
	
	

	     
	
	
	


You can begin working through this worksheet at any point within the feedback framework. However, for your feedback to be effective, you should be able to answer the questions for each section of the feedback framework.

Illustrative Example for delivering constructive feedback
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	· What are the desired behaviors or outcomes?
	· What are the facts of the situation? 
	· What is your interpretation of what you observed?
	· If the behavior does not improve, what will be the consequences? 

	At the beginning of the year, the employee and I discussed the expectation around how he should treat students with respect when helping them with their questions
	The employee did not let the student finish her sentence and cut the student off while she was talking
	The employee was being very rude to a student
	As this is the first time I have observed this behavior, I will have a conversation with the employee to reinforce the expectations we discussed at the beginning of the year

	· How should this employee be performing?
	· What did you see happen?
	
	· If you observed positive behavior, how will you recognize or reinforce this behavior? 

	The employee should answer the students’ questions in a manner that is helpful to them by providing them with the resources that they are looking for
	I saw the student get visibly upset over the way the employee responded to her question
	
	

	· Were expectations clearly discussed?
	
	
	

	Yes, expectations of how to interact with students were discussed at the beginning of the year 
	
	
	


Illustrative Example for delivering positive feedback 
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	· What are the desired behaviors or outcomes?
	· What are the facts of the situation? 
	· What is your interpretation of what you observed?
	· If the behavior does not improve, what will be the consequences? 

	At the beginning of the year, the employee and I discussed the expectation around how he should treat students with respect when helping them with their questions
	The employee responded to a student’s question promptly. He was able to provide the answer and also gave the student additional resources that are helpful to her even though she did not explicitly ask the employee to do so
	The employee was being very helpful to a student
	

	· How should this employee be performing?
	· What did you see happen?
	
	· If you observed positive behavior, how will you recognize or reinforce this behavior? 

	The employee should answer the students’ questions in a manner that is helpful to them by providing them with the resources that they are looking for
	I saw the student get her questions answered in a timely manner
	
	I will be sure to personally thank the employee for his helpfulness to the student. Also since the employee consistently goes out of his way to help students, I will send out an email to my department recognizing his great contributions. My goal in the consequences section is to do something that will reinforce and validate this employee’s helpful behavior 

	· Were expectations clearly discussed?
	
	
	

	Yes, expectations of how to interact with students were discussed at the beginning of the year 
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