GIVING AND
RECEIVING
FEEDBACK



The Need for Feedback

Giving others feedback about what they are
saying or doing, the level to which they are
performing or the way they are behaving is not
always easy.

People need this feedback so that they can:

* Be clear about what you are thinking

* Evaluate how they are doing

* Recognise their strengths and weaknesses
« Improve the way they do things.

Types of Feedback

There are three kinds of feedback that you can
use. These are:




The Need for Feedback

Make sure that you:

v Give enough responsive feedback

Give objective feedback when
possible

Be clear when you are using
\] subjective feedback that it is

subjective - your thoughts and
feelings rather than objective
truths.




Giving Feedback

Here are some hints to giving feedback effectively:

Focus on behaviour, not the
person

Describe what the person did or said, rather than
your judgement of them as a person. “You stood
up, shouted and pointed your figure at me.” Is far
more useful than saying “You're aggressive!”

Be specific - Give examples

Back up your feedback with specific examples to
illustrate the feedback. Unspecific feedback is
not very useful. For example, if someone is given
the feedback “You never listen to me”, it is hard
for them to know what to do differently. However,
more useful feedback would be “I don't feel that
you listen to me. In today’s meeting | made three
suggestions about xyz and you didn't
acknowledge or respond to them.”




Giving Feedback

Here are some hints to giving feedback effectively:

own the feedback

Own the feedback as your own; do not speak for
others. So, saying “l was confused whenyou...."
is more appropriate than “No-one understood
you.”

Identify things that can be

changed

Only provide feedback to the person that they
can do something with. Telling someone “I can’t
understand your accent” is not particularly
helpful. However, telling someone “I find it difficult
to understand what you are saying. It would help
if you spoke more slowly” is something that they
can change.




Giving Feedback

Here are some hints to giving feedback effectively:

Own your feelings

Own your feelings about events and the person’s
behaviour. “I felt intimidated when you shouted
at me in today’s meeting” is more appropriate
than “You make me feel intimidated ... “

Direct it

Itis very easy when giving feedback to direct it
to everyone in general rather than the person
concerned. We quite often do this because we
find it difficult or embarrassing to give feedback.
So, “When you asked for my opinion, | felt ... “ is
more appropriate than “When John asked me ..




Action Tips and Activities

Give positive feedback

Describe the behaviour you are feeding back,
e.g. participating more fully in meetings.
Emphasise the impact of the behaviour so the
person can see why it is important - talk about
the impact on you, the job, the team etc.

Let the person know what behaviour you want

to continue




Action Tips and Activities

Give constructive criticism

Give feedback that is specific and
behavioural, rather than general and
judgmental — be objective and specific
Describe the behaviour and the impact on
you, the team, etc.

Personally own the feedback- do not speak
for others.

Focus on the future. Identify the specific
behavioural change required.

Offer suggestions for preventing similar
mistakes in the future.

Focus on things the person can change and
has control over.

Clearly identify the positive outcome of the
desired behaviour.

Provide a balance of positive and negative
feedback.




Receiving Feedback

Offering a comment to someone about their
ability or behaviour is very likely to make them
feel vulnerable. This is true with both positive
and negative feedback. Negative feedback
often feels like criticism, even if presented as
advice, and positive feedback often makes
people uncomfortable because of
embarrassment or over-modesty. This
experience of feeling vulnerable often causes
the value of the feedback to be lost because
people deny, reject or deflect it.

Here are some hints to receiving feedback
effectively:

*
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Receiving Feedback

Stop yourself from reacting

Try reacting first by saying something like: “That's
interesting, thank you.” or “Thanks, those points are
useful.”

Check that you have understood it

Testing Understanding and Summarising are useful
here. Try: “Can | just be clear about what you are

saying?” or “ So, you are saying ...”

Try to avoid being defensive

It weakens the strength of your views in the other

person’s eyes.



Receiving Feedback

Ask for detail or specific examples

If you don't understand, or if the feedback is too
generalised to make sense, say something like:
“Can you illustrate when that has happened?”

Regard it as useful information

It does contain useful and usable information to
you even if you think that it is wrong.

Reflect on it before you respond
Maybe even check it out with someone whose
judgement and honesty you respect.
Seek solutions or propose solutions

This shows that you have accepted it and are
planning for change.




It demonstrates strength to
effectively hear, accept and
learn from the feedback of
others. This is true whatever
their motive for giving it. It often
allows you to see parts of
yourself that are normally

hidden from view.
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