
Preparation for Critical Feedback Meeting

1. Answer these questions to prepare for your meeting.
What information do I want to gain from ________________________________? What 
are the key questions I want to ask? (Use open ended questions when appropriate.)

What message(s) do I want to deliver to _______________________________? Make sure 
the message(s) are direct and honest.

2. Fi!een minutes before the meeting, focus on your intention. 
My goal is to help _____________________ be successful. !is dialogue is my way of 
giving him/her all of the information he/she needs to make effective decisions and take 
strategic action to be successful. I will be “frank ‘n kind”, even when honesty may seem 
hur#ul. Not being honest may be kinder to my own peace of mind, but will ultimately do 
more harm to his/her chance of success.
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3. A!er the meeting, take time to evaluate how you did.
Use the scale to rate your performance
1 = Strongly disagree     2 = Disagree     3 = Agree      4 = Strongly agree

1. I delivered my desired message(s) directly and honestly.   1    2    3    4

2. I gained the information I needed.      1    2    3    4

3. I kept the employee’s best interest in mind while dialoguing.   1    2    3    4

4. I am proud of the way I communicated.      1    2    3    4

5. !e employee has the information needed to take effective action.  1    2    3    4  

6. I have the information I need to take effective action.    1    2    3    4   

7. What would I like to do be$er?

4. Remind yourself that having these critical conversations helps you become a be"er 
supervisor and coach. 

I get be$er at delivering difficult, critical feedback every time I do it. I learn 
how to be “frank ‘n kind”. When I successfully communicate critical messages 
and gain important information from employees, the situation always 
improves. Whether the employee improves his/her performance is beyond 
my control, but the team always improves because I addressed a 
performance issue. !e team bene&ts from my continued improvement in 
this area.
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