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Conflict Feedback Tracker

Your step-by-step playbook for turning difficult conversations into career-defining moments. Designed for

career changers, consultants, managers, and early-mid career professionals who want to handle conflict

feedback with clarity, confidence, and control — every single time.
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The Problem No One Talks About

Conflict feedback — the kind that arrives wrapped in tension,
disagreement, or professional friction — is one of the most mishandled
situations in any workplace. Most professionals either avoid it entirely,
respond defensively in the moment, or replay the conversation for days
afterwards without a clear resolution. None of these outcomes serve

your growth, your relationships, or your career.

The cost is real. Unresolved conflict feedback quietly erodes team trust,
stalls promotions, damages professional reputations, and turns
manageable workplace friction into long-term dysfunction. Yet most
training programmes skip straight to communication theory without
giving you an actual tool to track, process, and act on conflict feedback

systematically.

That is exactly what this resource solves. The Conflict Feedback Tracker
is a practical, structured playbook that helps you receive conflict
feedback without shutting down, process it without bias, respond with
professionalism, and follow through with intention. Whether you are a
first-time manager facing a difficult peer review, a consultant receiving
pushback from a client, or a career changer navigating a new team

culture — this tracker is built for you.

Career Damage

What You Will Gain

A repeatable system for logging conflict feedback

without emotional distortion

Clear language frameworks for responding in the

moment
Reflection tools to separate facts from feelings

Templates you can reuse across every role and

context

Confidence to turn uncomfortable feedback into

professional growth

Understanding the long-term .
Team Impacts professional consequences for Systemic Gap

) individuals.
Assessing the effects on team

morale and productivity.

Analyzing the direct financial
impact and budget overruns.

Visible Costs I

|dentifying fundamental flaws

and deficiencies in the overall
‘ structure.

Hidden Dynamics

Uncovering the unseen
interpersonal and group
influences at play.

¢ How to use this resource: Read it through once for the full picture. Then return to individual sections as a reference before,

during, or after a conflict feedback situation. Worksheets and templates inside are yours to fill in and reuse.
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(I7J RESOURCE OVERVIEW

Your 5-Phase Conflict Feedback System

This tracker is organised into five practical phases that mirror the real-world lifecycle of conflict feedback — from the moment it lands to
the follow-through that separates professionals who grow from those who stagnate. Each phase builds on the last, creating a disciplined,
repeatable system for handling difficult conversations with clarity and control.

Phase 1: Receive Phase 2: Record Phase 3: Reflect

This is where most conflicts escalate — Memory is unreliable under emotional This is the most underused phase —
not because of the message, but pressure. Capture the feedback while and the most powerful.

because of the reaction. it’s still fresh.

Step back and evaluate the feedback

Focus on listening without Write down what was said, the objectively. Ask:

interrupting, defending, or mentally context, specific examples given, and o What part of this is &2 (fact) vs

preparing your counterargument. Your your initial emotional response. .
perception?
goal is not agreement; it’s accurate Separate facts from interpretations —

: : e e . Is there a pattern here I've seen
understanding. Pay attention to both this distinction is critical for clarity P

?
words and tone, and notice your later. before?

emotional triggers in real time. What can | learn, even if the

Key shift: From vague recall - to
J vagu delivery was flawed?

Key shift: From reacting - to documented reality.

absorbing. Reflection turns feedback into insight

rather than resentment.

Key shift: From emotional reaction »
to analytical thinking.

Phase 4: Respond Phase 5: Resolve

Now you choose how to engage — thoughtfully, not Closure is what most professionals skip — and that’s where

impulsively. issues resurface.

Clarify misunderstandings, acknowledge valid points, and Agree on next steps, behavioural changes, or expectations
communicate your perspective calmly. Avoid over-explaining going forward. If needed, follow up after some time to

or becoming defensive. The goal is constructive dialogue, not reinforce progress and ensure alignment.

winning. Key shift: From temporary fix - to sustainable resolution.

Key shift: From defensiveness > to intentional

communication.

The five R's — Receive, Record, Reflect, Respond, Resolve — give you a complete feedback loop that transforms conflict from a threat into

a signal. Use the phases in sequence for new situations, or jump to a specific phase when you need targeted support.
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Receive: Stay Regulated in the Moment

The first — and often hardest — phase is simply staying present and regulated when conflict feedback arrives. Your nervous system does
not distinguish between a difficult performance review and a physical threat. The same fight-or-flight chemistry floods your body,

causing you to shut down, snap back, or mentally check out. None of these serve you professionally.

“2 What Is Happening Physiologically @ Phrases That Buy You Time Gracefully

When conflict feedback lands, cortisol spikes, cognitive function
narrows, and your ability to listen with nuance drops ®

significantly. You are literally less able to process what is being

said in the first 30-60 seconds. Knowing this changes how you

respond — your first job is not to reply. It is to regulate.

00 ) & 9 o

Recognise Pause Regulate Listen Respond
o—
("4 In-the-Moment Regulation Checklist
e Take one slow breath before responding — even 3 seconds
helps
e Avoid the word "but" as your first response word *—
e Use neutral acknowledgement: "Thank you for raising this"

e Ask fora momentif needed: "Can | come back to you on this

by end of day?"

e Keep your body language open — uncross arms, maintain eye

contact

e Do not minimise: avoid "it's fine" or "no worries" when it is

not

@ . ProTip:The goal in Phase 1 is not to solve anything. It is simply to receive the feedback without escalating or retreating.

=4

You can address, clarify, and respond — but not yet. Protect this window deliberately.
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Record: Your Conflict Feedback Log Template

Memory is unreliable under emotional stress. What we remember of a conflict conversation is often filtered through our existing beliefs,
our ego, and our anxiety. The Record phase is your antidote — a structured log that captures what was actually said, who said it, and in
what context, before your emotional interpretation overwrites the facts. Use this template immediately after every conflict feedback

event, ideally within one hour.

Field Your Entry

Date & Time When did this occur? (Include time if relevant)

Feedback Source Who gave the feedback? (Peer / Manager / Client / Report)

Setting Where did it happen? (1:1 / Team meeting / Written / Corridor)

Their Exact Words What was said verbatim — or as close as you can recall? (Avoid paraphrasing here)
Tone & Delivery How was it delivered? (Angry / Calm / Public / Private / Written)

Your Immediate Reaction What did you feel and do in the moment? (Defensive / Shut down / Calm / Confused)
Others Present Were there witnesses or others in the room?

Prior Context Was there any history or build-up leading to this?

Urgency Level Does this need addressing in 24 hours / 1 week / ongoing monitoring?

[J [ ] Use this template digitally or print it. Keep a dedicated Conflict Feedback Log — a running record of entries helps you
spot patterns over time, identify recurring sources, and demonstrate professional maturity when raising concerns with HR or

leadership.
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Reflect: Separate Facts from Feelings

Once you have logged the event, the Reflect phase asks you to do something that is deceptively simple and genuinely difficult: separate

what objectively happened from how you felt about it. This distinction is the difference between a response that resolves the conflict and

a reaction that escalates it. Most professionals skip this step entirely — which is why the same conflicts keep recurring.

The Facts vs. Feelings Audit

Run every logged conflict feedback entry through this two-

column audit before you decide how to respond. Facts are

observable and verifiable. Feelings are valid but subjective —

they are data about your internal state, not about the other

person's intent.

Fact

"She said my report lacked

depth in front of the team."
"He did not respond to my

proposal for 5 days."

"The client said 'this isn't

what | asked for.""

"My manager gave
feedback via email, notin

person."

() Feeling
Interpretation

"She's always undermining

me.

"He doesn't respect my

work."

"They think I'm

incompetent."

"She's being passive-

aggressive."

Reflection Questions Worksheet

Answer these questions in writing — not just in your head. The act

of writing externalises the thinking and reduces rumination.

01

What specifically was said or done?

Strip out your interpretation. Write only what is observable.

02

What story am I telling myself about this?

What meaning have | assigned to the feedback? Is it accurate?

03

What might the other person's perspective be?

Even if you disagree, what is a reasonable alternative reading?

04

What is the 10% truth I can own here?

Almost every piece of conflict feedback contains at least a kernel

of valid information. What is yours?

05

What do I want the outcome of addressing this
to be?

Clarity / Apology / Behaviour change / Acknowledgement?
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Respond: Frameworks for Difficult

Conversations

The Respond phase is where preparation meets professionalism. Having logged and reflected on the feedback, you are now ready to

address it deliberately — not reactively. The following frameworks give you a repeatable language structure for the three most common

conflict feedback scenarios professionals face: pushback, public criticism, and unfair feedback.

Choosing the Right Framework

Situation Type

Ongoing friction with a peer

Unfair public criticism

Post-conflict repair

Client pushback

Framework B: The SBI
Method

For giving feedback back or
responding assertively

e Situation: "In the team meeting on

Tuesday..."

e Behaviour: "When you said my

approach was inefficient..."

e Impact: "l felt overlooked and it
affected my confidence to

contribute further."

Recommended Framework
CLEAR Model

SBI Method (after the meeting)

Reset Script

CLEAR Model + SBI

https://www.planetspark.in/resources

Key Goal
Find shared ground and a path forward

Name the impact assertively without

blaming

Rebuild trust and re-establish professional

intent

Validate concern + reframe deliverable
expectations
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Resolve: Close the Loop and Track Progress

Resolution is not the same as agreement. You do not need the other person to fully validate your perspective for a conflict to be resolved.

Resolution means the situation has moved forward — you have taken action, communicated clearly, established a shared understanding,

or made peace with what cannot be changed. The Resolve phase is where your tracker becomes a living document of professional growth

rather than a graveyard of unfinished conversations.

Resolution Status Tracker

After every conflict feedback event, update your log with

one of these resolution statuses and a next-step action.

Review your tracker monthly to identify patterns.

Status

@ Resolved

In Progress

@ Monitoring

@ Escalated

Accepted

Definition

Conversation had, outcome

agreed, situation closed

Steps taken, follow-up

scheduled or pending

No immediate action,

watching for recurrence

Raised with HR, mentor, or
senior leadership

Reflected, owned your part,

moved forward intentionally

30-Day Follow-Up Checklist

For any conflict feedback event marked "In Progress" or "Monitoring,"

run this 30-day follow-up protocol:

O

O

O O

Ooooaofd

Week 1: Take the agreed action — respond, schedule, or send the

communication you planned

Week 1: Inform relevant stakeholders if the conflict had team-wide

impact
Week 2: Check in informally with the feedback source if appropriate

Week 2: Revisit your Facts vs. Feelings audit — has your perspective
shifted?

Week 3: Note any behavioural changes — yours or theirs
Week 3: Update your log with new developments

Week 4: Formally update the status in your tracker
Week 4: Identify one learning to carry forward

Archive resolved entries — keep them for pattern review

© [/ Resolution is progress, not perfection. A conflict you have reflected on, logged, and responded to professionally — even

without a perfect outcome — is a conflict you have grown from. That is the actual goal of this tracker.
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Case Study: Priva's Manager Conflict

Priya is a mid-level marketing manager at a SaaS company. During a cross-functional project review, her manager, Arjun, said in front of

five colleagues: "Priya's team keeps missing deadlines — I'm not sure why this keeps happening.” Priya felt blindsided, embarrassed, and
angry. She said nothing in the moment. That night, she nearly sent a frustrated email. Instead, she used the Conflict Feedback Tracker.

Phase 1 - Receive
Priya said nothing in the meeting. She used the "I'll

follow up" pause and sent Arjun a calendar invite for the

next morning.

Phase 3 - Reflect

Facts: two deadlines were missed. Feelings: she felt
unfairly singled out. Her 10%: she had not proactively

flagged resourcing challenges to Arjun earlier.

Phase 5 - Resolve

Arjun acknowledged the delivery was poorly timed.
They agreed on a weekly check-in. Priya marked the
entry: @ Resolved. Learning: proactive flagging

prevents public friction.

) Common Mistakes Priya Avoided

Sending an emotional email in the heat of the moment
Venting to colleagues and creating secondary conflicts
Avoiding the conversation and letting resentment build

Responding defensively in the meeting and escalating
publicly

Assuming intent without clarifying Arjun's perspective

Phase 2 - Record
She logged the exact words, the setting (public), the

tone (frustrated), and her reaction (embarrassed, shut

down) within one hour.

nf Phase 4 — Respond

In the 1:1, she used the SBI method: "In yesterday's
review, when you said my team keeps missing deadlines
publicly, | felt undermined. | want to find a way to

surface issues earlier so we can solve them together."

What Made the Difference

e Using the tracker immediately to separate emotion from fact
e Choosing the right moment (private 1:1) for the response

* Owningthe 10% without over-apologising

e Using structured language (SBI) instead of emotional venting

e Following up with a systemic fix, not just a one-off apology
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Summary: What to Remember and Do Next

The Conflict Feedback Tracker is not a crisis management tool — it is a professional practice. The professionals who navigate conflict

feedback best are not the ones who never feel defensive or hurt. They are the ones who have a system for what to do next. Here is your

condensed playbook to carry forward.

D U Regulation Before Response

Your first job when conflict feedback lands is to stay
regulated — not to respond. Buy time gracefully with
neutral acknowledgement phrases and return when you

can think clearly.

@ Facts vs. Feelings First

Always run the Facts vs. Feelings Audit before responding.

The story you tell yourself about the conflict is not the

conflict. Separate them deliberately and consistently.

@ Close Every Loop

Update your tracker with a resolution status and a
learning after every entry. Resolution is not agreement —
it is intentional forward movement. Track it, own it, grow

from it.

]

(D

2

Log It Immediately

Memory degrades fast under emotional stress. Use the
Conflict Feedback Log template within one hour of every
event. Exact words, tone, context — before interpretation

overwrites the facts.

Use a Framework, Not Your Feelings

Deploy CLEAR, SBI, or the Reset Script depending on your
situation. Structured language reduces escalation and
signals professional maturity — even in the most charged

moments.

Review Monthly for Patterns

Your tracker becomes powerful over time. Monthly
reviews reveal recurring conflict sources, your most
common emotional triggers, and your growth trajectory

as a professional communicator.

"Conflict feedback handled well is not a sign of weakness — it is the clearest signal of professional maturity you can send. You

now have the system. Use it."
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