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Performance feedback is one of the most powerful tools for driving employee development and
organizational success. Yet, it’s also one of the most challenging aspects of leadership. Whether
you're a leader, HR professional, or business owner, the feedback you provide plays a crucial
role in driving growth, fostering engagement, and ensuring alignment within your team. But
let’s face it: poorly handled feedback can derail relationships, demotivate employees, and stall
progress. That’s why it’s essential to approach these conversations with purpose, clarity, and
confidence. Surprises belong in celebrations, not in feedback discussions.

This guide is your go-to resource for navigating these crucial conversations with ease and
impact. Below you'll find:

A Step-by-Step Guide: Learn how to structure positive and constructive feedback.
Essential Questions: Use thought-provoking questions to engage your employees.
Follow-Up: Discover actionable strategies to strengthen communication post discussion.

Introduction to the Guide
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Provide Clear Observations
How: Highlight specific actions or behaviours that were exceptional. 
Why: Clarity ensures that employees know exactly what they did well and can
replicate it. 

Describe the Impact
How: Explain the positive effects of their actions on the team, project, or
organization. 
Why: Demonstrates the value of their contributions, increasing engagement
and satisfaction. 

Express Gratitude
How: Acknowledge their efforts with genuine appreciation. 
Why: People thrive on feeling valued. A simple thank you can go a long way in
boosting motivation and reinforcing positive behaviours. 

Positive Feedback Formula01
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Prepare Them for the Conversation
How: Let the individual know the purpose of the discussion in advance. 
Why: Minimizes surprise and defensiveness, creating a more open and
receptive environment. 

Base Feedback on Observations
How: Provide feedback rooted in specific, factual observations rather than
hearsay. 
Why: Grounds the conversation in reality, enhancing credibility and making it
easier for the recipient to accept and act upon.

Describe the Impact
How: Explain how specific behaviours affect the team, project, or organization. 
Why: Links feedback to larger goals, making it more relevant and meaningful. 

Constructive Feedback Formula02
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Listen Actively
How: Encourage the individual to share their perspective. 
Why: Fosters understanding and may reveal underlying challenges or insights
that the leader wasn’t aware of. 

Empower Solutions
How: Allow the individual to propose solutions or action steps. 
Why: Encourages ownership and accountability, promoting sustainable growth
and problem-solving skills. 

Follow-up
How: Regularly check in to offer support and monitor progress. 
Why: Reinforces positive changes and ensures that improvements are
sustained over time.  

Constructive Feedback Formula
Continued02
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Positive Feedback

What inspired you to take that approach? 
What impact do you think your actions had on the team or project?
How do you think this success could be replicated or built upon? 
What can I do to further support your growth?

Constructive Feedback

How do you see this situation from your perspective? 
What challenges might be contributing to this behaviour or outcome? 
What steps do you think you can take to improve in this area, and how can I
assist you in that process?
What support would help you address this issue?

Questions to Ask03
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Effective feedback doesn’t end when the conversation does — it’s a continuous
process of reinforcement, growth, and partnership. Elevate accountability and drive
meaningful progress by taking these critical steps:

Capture Key Takeaways: Summarize the discussion to confirm alignment on
expectations, commitments, and next steps. Clear documentation ensures nothing
gets lost and sets a foundation for progress.

Establish Milestones: Define specific, measurable milestones and schedule
follow-ups to track progress. Regular check-ins reinforce commitment, celebrate
wins, and address roadblocks.

Empower with Resources: Provide the tools, training, or guidance necessary for
success. Show your investment in their growth by proactively addressing their needs.  

Follow-up04
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Transform Your Feedback Process with Our Starter Kit!

Ready to take your feedback skills to the next level? Visit our shop to explore powerful
tools designed to make your feedback conversations impactful and results-driven.

Let’s Build a Culture of Feedback Together

Need expert support to create a thriving feedback culture in your organization?
Upskill Consulting Inc. specializes in HR consulting and leadership training and
coaching tailored to your needs. Book your free consultation today and discover how
we can help your team achieve lasting success.
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