
 
 w o r k s h e e t

is it  enough? 
is there anything that you could change or add to your approach to 

make it more… 

balanced 

observed 

objective 

specific 

timely 



  
 
 
 

 

 w o r k s h e e t  
 

maybe  could help? 
 

is there anything that you could change about how you structure your 
feedback to ensure it effectively takes into consideration… 

 

 

 

situation  

behaviour  

impact  

alternative  

notes 
(because not every good idea fits in one of our boxes – this one’s YOURS) 

 


	balanced: Give Jill credit for her strengths – based on fact. Show concern for her throwing the stapler – be clear it is unacceptable. Give her raise for the concern shown afterwards and going to the hospital with Audrey. Don’t mention standard of dress on this occasion – it’s not necessary and a distraction – focus on the main event
	observed: Ask Jill to tell you what happened; you should also talk to Audrey and Tom
	objective: Focus on the facts: Jill is a good worker; she threw the stapler; Audrey was injured, needed stitches; Jill was contrite and caring.  As for what Jill wears, this can wait – and should it be an issue at all?  What’s the basis of your objection?  Is there a dress code or not – or is it your personal opinion only?  You need to be objective.
	specific: Focus on this incident; everything else can wait.  Also you may want to offer some support to Jill, who is likely, being caring, to be really upset.
	timely: You need to have the conversation(s) as soon as you can, while the incident is fresh; there may be a discipline issue (depending on your policy – so check).  You will want to see Audrey as soon as you can also, both to show care and support, perhaps offer time off work, and to find out if she wants you to take any action.  You may need to talk to Tom, too, and maybe ask all of them to write up their description of what happens, before memory fades, and to show you are taking the incident seriously.
	situation: Ask Jill to describe what happened
	behaviour: Ask her to describe her behaviour in throwing the stapler, and her reasons for doing so
	impact: Ask Jill if she can see and accept the negative consequences and impact of her actions – not just the injury, but perhaps possible discipline…
	alternative: The chances are Jill will be more than aware of what she should have done, and therefore what she will do in future.
	notes because not every good idea fits in one of our boxes  this ones YOURSRow1: 


