
 

 

 

 

  

Be descriptive. 
State objectively 
what you saw or 

heard. Give 
specific, recent 
examples from 

your own 
observations, if 

possible.  

Avoid labels. 
Words like

unprofessional, 
irresponsible, and 

lazy are labels that 
we attach to 

behaviors. Instead, 
describe the 

behaviors and drop 
the labels.

Don’t exaggerate. 
Be exact. To say, 
“You never finish 
work on time” is 
probably untrue 

and unfair.

Speak for yourself. 
Don’t refer to 

absent, 
anonymous people 

(“A lot of people 
here don’t like it 
when you . . . .”).

Use “I” 
statements. 

Instead of saying, 
“You often submit 
work late,” say, “I 
get annoyed when 
you submit work 

late because it 
holds up the rest of 

the team.” “I” 
statements create 

an adult/peer 
relationship.
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