GIVING FEEDBACK STATEMENT SHEET
Useful feedback is:

1. Given with care.  To be useful, feedback requires the giver to feel concern for and to care for the person receiving feedback – to want to help, not hurt the other person.

2. Given with Attention.  It is important to pay attention to what you are doing as you give feedback.  This helps you to engage in a two-way exchange with some depth of communication.

3. Invited by the Recipient.  Feedback is most effective when the receiver has invited the comments.  This provides a platform for openness and some guidelines; and it also gives the receiver an opportunity to identify and explore particular areas of concern.

4. Directly Expressed.  Good feedback is specific and deals clearly with particular incidents and behavior.  Pussy-footing or making vague and wooly statements is of little value.  The most useful help is direct, open, and concrete.
5. Fully Expressed.  Effective feedback requires more than a bold statement of facts.  Feelings also need to be expressed so that the receiver can judge the full impact of his behavior.

6. Uncluttered by Evaluation Judgments.  Often it is helpful not to give feedback composed of judgments or evaluations.  If you wish to offer judgments, then it is necessary to state clearly that these are matters of subjective evaluation and then to simply describe the situation as you see it and let the person concerned make the evaluation.

7. Well Timed.  The most useful feedback is given when the receiver is receptive to it and is sufficiently close to the particular event being discussed for it to be fresh in his mind.  Storing comments can lead to a build-up of recriminations and reduces the effectiveness of feedback when it is finally given.
8. Readily Actionable.  The most useful feedback centers around behavior that can be changed by the receiver.  Feedback concerning matters outside the control of the receiver is less useful.  It often is helpful to suggest alternative ways to tackling old problems.

9. Checked and Clarified.  If possible, feedback should be checked out with other people to explore whether one person’s perceptions are shared by others.  This is especially useful in a training group and also can be promoted in a work team. Different viewpoints can be collected and assimilated, points of difference and similarity clarified, and a more objective picture developed.
(Bring questionnaire to session)

	1. Describe in as much detail as possible, the behavior of a person you find difficult.

	

	2. Try to recall specific days and times or instances when this behavior occurred.  List them:

	

	3. Write how you FEEL when you experience this behavior.  Do you feel angry, frustrated, etc.?

	

	4. How have you dealt with this behavior in the past?

    Is it effective?  Has anything changed for the better?  If not, and you are willing to risk in order to grow,  you will have an opportunity to design a constructive workshop, where after being given some guidelines, you will be able to complete this questionnaire and practice new behavior.
	

	5. TO BE COMPLETED AT THE WORKSHOP:

    Prepare for an encounter that you can role play with a colleague today.  Remember to do all of the following:

	A. Verify the other is willing to discuss your concern.

B. Verify that now is a convenient open-ended time to have such a discussion.

C. Describe for the other what specific behavior on his/her part in the past has been a problem for you.  Attempt to give specific examples and times.

D. Comment that this is a problem and wait for the other to respond.

E. As the other responds, attempt to paraphrase what you are hearing.

F. As the other responds, attempt to let the other know what feelings you infer are currently present in the other.

G. Acknowledging that the other’s view is valid, attempt to seek a solution that will satisfy both of you.

H. Remember to remain nonjudgmental of the other, and monitor yourself to verify that you are not sounding dogmatic or superior.


SOME WAYS TO ENHANCE SELF-ESTEEM

The following is a list of specific ways to inspire motivation and enhance self-esteem.

At first glance, some of the ways may seem superficial or trite.  Nevertheless, if they are used consistently, the accumulation of them will have a positive impact on motivation.

	1.   Praise the specific task or job.
	12. Recognize important events in others’ lives
	23. Say, “You are right.”
	34. Give a teaching assignment.

	2.   Give special assignments.
	13. Document highlights (events).
	24. Repeat compliments from others.
	35. Use the employees’ names.

	3.   Give the “OK” signal when you agree with others.
	14. Arrange for the boss to acknowledge good work.
	25. Say, “Hi! How are you?”
	36. Establish and keep follow-up dates.

	4.   Actively listen.
	15. Point out the good consequences.
	26. Show constructive concern about performance problems.
	37. Share information.

	5.   Write down other’s ideas.
	16. Spend time with others.
	27. Shake hands.
	38. Give complete reasons for directions.

	6.   Take ideas seriously.
	17. Support others’ actions.
	28. Smile.
	

	7.   Accept difference in others.
	18. Ask for opinions on how to solve problems.
	29. Ask about others’ interests.
	

	8.   Accept differences in others.
	19. Delegate.
	30. Invite someone to join you for coffee
	

	9.   Express feelings.
	20. Ask for help.
	31. Inquire (with empathy) about someone’s family problems.
	

	10. Recognize feelings.
	21. Share experiences.
	32. Provide a new piece of equipment.
	

	11. Give tangible rewards.
	22. Admit you are wrong.
	33. Ask a person to lead the whole meeting or part of it.
	


