


Welcome to the Lead with Sheree community.

I am so excited that you have  downloaded

this free resource on ‘How to give Feedback’.

I’m Sheree. I’m an entrepreneur, a strategist and an Education,

Training and Development expert. My mission is to help you learn

how to lead your team, in a way that unlocks their performance and boosts

your business growth. I have spent the last 17+ years of my career leading teams and developing

corporate leaders at all levels. I’ve experienced the leadership challenges that you face, first hand,

and I know how to help you get through it. 

So many leaders have shared that they find giving feedback challenging. Some don’t know what to say, 

how to say it, and others think they got it right, but then they don’t see the results they hoped for after the 

discussion.

So, what is going wrong? To be honest, it could be many things.

My philosophy is that being able to give and receive feedback is the foundation of a healthy

company culture and a high performing team. The sooner you are able to master this key

leadership skill, the sooner you’ll be able to unlock the performance of your team and boost

your business’ growth.

In this free Quick Reference Guide & Workbook, you will:

•	 Learn a 3-step feedback method to assist you with giving feedback.

•	 Prepare for your next feedback session using the worksheet.

•	 Be equipped to facilitate the feedback session using your customized

	 feedback script.

The result will be that you will be feel prepared and confident to deliver feedback, AND it will achieve 

the results you need. 

Let’s dive in!

HELLO!
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In the video below, Sheree welcomes you to our community, and gives you some guidelines for providing 

effective feedback. Watch this video before you get started to give you an introduction into what we 

will cover.

Click here to watch video

How to give Feedback
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https://youtu.be/M4wdYpc7nMI


Have you been dreading a difficult conversation that you need to have with a team member?

This quick reference guide will help you prepare! In this guide, we share a simple process for 

giving feedback effectively. 

Aim:

This is a discovery phase, where you aim to share what you have observed, and reach a mutual

understanding on what happened in the situation.

The Feedback Process

Phase 1: Share
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Outcome:

You both agree on the situation and what happened..

Ask the person what they observed.

Share what you have observed. Be specific in your observations.

Example:

“I noticed that you didn’t send a weekly report last week”.

Example:

“Did you realize you hadn’t sent it?” 

Example:

“So, we both agree that the report was not sent in on time?’

Steps to take:

Let us help you say what you need to say, in a way that delivers results.



Phase 2: Solution

Aim:

You now need to come to an agreement on how to make the changes that are necessary.
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You agree on a plan of action for the way forward.

Tip: Make sure that you ask your team member for ideas.

Outcome:

Find a solution. Together with your team member, set-up an action plan to resolve

the issue.

Set the standard. Explain what the required level of performance is, and the impact

of the current situation on the person, team and company.

Steps to take:

Example:

“As you know, it is a requirement for all team members to submit a weekly

report on Fridays by 1pm. This report helps us to understand the team’s

performance for the week and address any challenges before the new

week begins. By not sending the report, we aren’t able to achieve these

benefits. Going forward, this report must be submitted on time. What ideas

do you have for how we can make this happen?”

Example:

“Great, so we have agreed that you will set a reminder in your calendar

to assist you to remember to send the report.”
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Phase 3: Support

Aim:

You need to determine what support your team member needs, and plan how you will provide them

with this. You’ll also share with them the possible consequences if the current situation continues.

Steps to take:

	

		

Outcome:

You both understand the way forward, and you know what support to give your

team member.

Discuss the possible outcomes if the action plan is not achieved. You explain that

if the ituation does not change, you would need to reconvene to adjust the action

plan. If necessary, explain that the disciplinary code may need to be applied in future.

Offer your support. Ask your team member what support they may need from you to

implement the action plan. Plan this into your calendar.

Example:

“How can I help you to apply this action plan moving forward?”

Example:

““I must remind you that if you miss this deadline again, we will need to issue

a verbal warning as set out in our disciplinary code. That said, I believe

that we have come up with a really good plan to ensure the deadline

is met moving forward.”

Example:

“Thank you so much for your willingness to set up a plan with me. I know

you’ll do great!”



Feedback Worksheet

Use this worksheet to prepare for your next feedback discussion. By following the prompts, you will be able 

to unpack the situation and clarify what you need to say. By the end, you’ll feel prepared and confident 

to facilitate the feedback discussion.
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I noticed that…

2.	 Clarify what you observed using the following prompt:

1.	 Explain the situation from your perspective. 

3.	 Explain what the required level of performance is for this matter.



Well done! By answering the questions, you have prepared yourself for the feedback discussion. This will ensure that you get 

the results you require from the discussion. Your next step is to set up the meeting and deliver the feedback. Use the script 

on the next page to consolidate your thinking above, into the feedback process flow that we have learnt.

4.	 Explain the impact of the current situation on the person, team and company.

5.	 Brainstorm your ideas for how you feel the situation can be resolved.

6.	 How can you support your team member to rectify this situation?

7.	 What would the consequences be if the resolution you have agreed on is not honored by your team member?               
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Think about the impact to your company, and also consider if disciplinary steps will be taken as the next step.



How to use this script

Phase 1: Share

Take these prompts with you into your feedback discussion. It will help you to follow the process you 

have just learnt and keep you on track. Tip: Remember to open the discussion positively, by welcoming 

your team member to the meeting.

	 How to use this script
	 Fill in the blanks by using the answers you unpacked to the clarification questions, in the worksheet above.

	 Take the finalized script into the session with you, and follow along, step-by -step.

	

Share what you observed.

I noticed/observed that…

Ask the person what they observed. What did you notice/observe?
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Confirm that you both agree about 
what was observed.

So, we both agree that…

Explain the standard required.

At our company the standard for <insert task/process> is….

Consequences of not meeting
the standard.

When we don’t meet the standard, it impacts us in the following ways.
For our team, ….For our customers, ….For you…

Get commitment from your team 
member that the standard must
be met.

Would you agree that it is important to meet this standard going forward?
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Phase 2: Solution
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Ask for their ideas What do you think we can do to resolve this situation moving forward?

Share your ideas An idea that I have for this is…What do you think of this idea?

Explain the plan of action that has 
been agreed.

So, we agree that going forward, we will…

Ask how you can support your
team member.

How can I support you with this plan moving forward

Phase 3: Support



Confirm how you will support them So we have agreed that we will support you by… 

Explain the consequences if
resolution is not maintained.

If we are unable to stick to this plan, then the following consequences will 
occur….

Confirm your team member’s com-
mitment.

Do you feel confident about the plan we have set up?

End the discussion by thanking 
the team member for their time & 
encourage them.

Thank you for ….
I hope that you… / Good luck with… / I know that you will…
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Thank you for downloading this resource. I hope that you

now feel ready and confident to deliver the feedback

that you need to.

By going through the worksheet, you have thoroughly prepared for

the discussion and by using the script resource you will stay on track

during the meeting itself.

I know that your feedback discussion will go well. Your team member will value your clarity, objectivity and 

partnering approach; and you will reap the rewards of your team member acting on the feedback as 

agreed.

To your flourishing,

Sheree

Thank You!
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I WOULD LOVE TO HEAR FROM YOU

I would love to hear back from you on how you found this resource, and how your feedback discussion 

went. You can reach out to us in any of the following ways:

	 Share a post tagging @LeadwithSheree on LinkedIn, or @Lead_withsheree on Instagram.

	 Send me a DM on LinkedIn or Instagram

	 Pop me an email to: sheree@leadwithsheree.com

NEED HELP?

If you are experiencing a leadership challenge, visit our online store to see if there is a resource there 

that is able to support you. Click here to visit our online store.

If you can’t find what you’re looking for, pop me an email to sheree@leadwithsheree.com, and let me 

know what support you need. We are always keen to receive new ideas for resources that will support 

our community.

MORE ABOUT LEAD WITH SHEREE

At Lead with Sheree, we teach entrepreneurs with growing businesses how to lead their teams effectively.

We provide leadership resources and programmes to help you build a high performing team.

We want you to have a team that performs so well that you’re no longer needed in your business.

https://www.leadwithsheree.com/products
https://www.linkedin.com/company/lead-with-sheree
https://www.instagram.com/lead_withsheree/
https://www.youtube.com/@LeadwithSheree
http://leadwithsheree.com/
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