[bookmark: _c8z5p1m0kpif]Perspective-Taking Reflection Tools

	[bookmark: _14yx3qygeozn]About this Resource
The more self-awareness and authentic consideration of others that we cultivate, the better equipped we are to build strong relationships and work effectively toward better results. One key way to do this is through perspective-taking.

Perspective-taking is the ability to put yourself in someone else’s shoes and understand how they might experience a given situation—how they’d feel, think, or react. Perspective-taking is most valuable during moments of conflict and is easier to draw upon when practiced during periods of calm. With that in mind, consider it both a medicine and a vitamin—turn to it when there’s an acute need and make it a regular practice to keep your relationships healthy and thriving. 

In this resource, we include three variations of a tool that prompt you to:
1. Reflect on and appreciate the person’s strengths
2. Reflect on the pressures they might be under, as well as the consequences and implications of those pressures
3. Identify actions you can take or adjustments you can make

Here’s what’s included:
· Reflection Worksheet (Individual), for reflecting about an individual colleague, staff member, or manager
· Self-Reflection Worksheet, to build self-awareness and empathy
· Reflection Worksheet (Team), for reflecting about an entire team



Pair this resource with our favorite management tools: 
· Check-in agenda template. Have you noticed that your direct report has seemed more overwhelmed or stressed recently? Pull some prompts from the “pressures” and “consequences and implications” sections of the worksheets and ask your staff member to reflect on them. Ask what support you could offer or what adjustments you could make in your management.
· CSAW worksheet and 2x2 Feedback Form to help you prepare to give and receive feedback. 
· The sphere of control concept to work through tricky managing up and sideways situations.
· Performance Improvement Plan Toolkit to help you approach addressing performance issues with compassion.

[bookmark: _uxqaattkiwcz][bookmark: eii0amrvk4m6]Reflection Worksheet (Individual)
[bookmark: _nf8ba9961f0t]For a colleague, staff person, or manager
Note: The prompts are meant to help you consider multiple facets of someone’s perspective and experience. Focus more on the quality of your reflection and less on the comprehensiveness of your lists.
	Name of person:

	Strengths. What are some things they excel at? What do you appreciate about them? What do you think they most appreciate about themself?

	E.g., Even though they’ve been really busy, they always make time to support me when I feel stuck.

	


	Pressures. What do you think they’re worried about? What stakeholders do they feel accountable to? (Note: Consider pressures in their personal as well as professional life.)

	E.g., They have tremendous pressure to raise new money. Also, their predecessor was in the role for a long time and it’s been hard to fill their shoes.

	

	Impacts. How do you think the pressures play out in their day-to-day life? What might be some unmet needs? Consider their time and energy as well as their physical, emotional, or mental well-being. Think about impacts on their work and relationships.

	E.g., They spend lots of time traveling to talk to donors, some of whom are very demanding and expect them to do things the way their predecessor did. They’re a caregiver for an elderly family member, so the travel means they have to make a lot of arrangements for care.

	

	Actions. What questions might you ask them so that you can better understand their experience right now? What can you offer or adjust to meet their needs and/or yours? What help or support could you offer? What boundaries might you set and communicate?

	E.g., Keep my email communication brief and to the point so they can respond with a simple Y/N and save longer conversations for our check-ins; Keep an eye out for compelling anecdotes that they can share with funders; Anticipate that they sometimes have to work odd hours.

	


[bookmark: _z9icsiudq5j7]





[bookmark: dh6onvs2mfgu]Self-Reflection Worksheet
Note: The prompts are meant to help you consider multiple facets of your perspective and experience. Focus more on the quality of your reflection and less on the comprehensiveness of your lists.
	Strengths. What do you excel at? What accomplishments, actions, or qualities are you proud of?

	


	Pressures. What are you worried about? What stakeholders are you accountable to?

	

	Impacts. How do these pressures play out in your day-to-day life? What are some unmet needs you have? Consider your time and energy as well as your physical, emotional, or mental well-being. Think about impacts on your work and relationships. 
(Note: you might not be fully aware of how your behavior in response to the pressures you feel may impact others. This could be an opportunity for you to seek feedback.)

	

	Actions. What might you do to adjust your approach in light of what you know? Consider help or support to ask for, boundaries to set and communicate, or mistakes to own or apologies to make (if you’ve found that you might have negatively impacted others).
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[bookmark: 7w793x1qtklh][bookmark: _2kpzdejzvc8f]Reflection Worksheet (Team)
Note: The prompts are meant to help you consider multiple facets of someone’s perspective and experience. Focus more on the quality of your reflection and less on the comprehensiveness of your lists.
	Person
	Strengths 
	Pressures
	Impacts
	Actions 

	
	What are some things they excel at? What do you appreciate about them?
	What do you think they’re worried about? Who do they feel accountable to?
	How do you think the pressures play out in their day-to-day life? What are some unmet needs they might have?
	What questions might you ask them? What help or support could you offer? What boundaries might you set and communicate?
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