
Helpful Hints for Giving Quality Feedback 

Hint #1

Learning to give quality feedback will require time and energy. Set the stage for a positive learning experience for you and your staff. 

· Begin by sharing with your staff that you're planning to learn and implement this new tool. Share your goals with them. For example, you might want to emphasize one or more of the following goals: 
· to help each of them learn and succeed;
to improve team performance and progress towards organizational goals; 
to have a closer relationship with each of them; 
to improve staff morale.

· Start by practicing the easy stuff, i.e.: positive feedback.

· Set some realistic expectations for yourself. For example, to give one piece of positive feedback every day.

· Have some fun with this new skill! Establish a "practice period" of a couple of weeks during which time you and your staff can role play positive feedback just to get used to this new style of interacting. (This approach to learning new things will also have a positive effect on morale.)

Hint #2

Be sure to find out from each of your staff their preferences for receiving feedback (i.e.: immediately, at the end of the day, during weekly supervision sessions, etc.) before you begin practicing and using feedback. 

Hint #3

Many people have as much (or more) difficulty receiving positive feedback as negative feedback. To help your staff digest the positives, establish a "rule" that the only thing people can say for the first 60 seconds in response to positive feedback is, "thank you".

Hint #4

Print out the following steps and guidelines for giving feedback, and shrink them to fit into your day planner or paste them over your desk as a ready reference and reminder for yourself.

General Guidelines for Giving Quality Feedback

· Be specific.

· Emphasize the impact of the behavior on the team, the work, and/or the mission.

· The goal of feedback is learning. Quality feedback does not involve emotion, venting, or reprimand.

· Respect your staff by learning when they prefer to receive their feedback.

· Be balanced! Dole out equal amounts of positive and negative feedback.

· Remember that in a partnership, both parties have to work and both parties have things to learn.

Giving Positive Feedback

· Let the person know you would like to give them some feedback, check for a good time (sooner rather than later) and place.
· Tell the person specifically what they did right.
· Tell the person the impact of their behavior — in other words, tell them how their behavior helps the organization to fulfill its mission.
· Remain for a moment to let them absorb the information.
Giving Negative Feedback

· Let the person know you would like to give them some feedback, check for a good time (sooner rather than later) and place.
· Tell the person specifically what they did wrong or what the problem is.
· Tell the person the impact of their behavior — in other words, tell them how their behavior hinders the organization's efforts or progress.
· Ask the person why they are behaving in this way.
· Work together to develop a plan for how to correct/resolve the problem. Be specific. Plan a time to check-in to see how the person is doing in correcting/resolving the problem.
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