Appendix D.


Guidelines for Giving and Receiving Feedback





Feedback


	


Feedback is a continuous process of active communication offering and asking for help with an expectation to achieve an agreed-upon desired outcome.





Model for Receiving Enabling Feedback





Awareness through listening





Assess through understanding





Action on agreement





Guidelines for Receiving Enabling Feedback





Be open and receptive


Be objective, not defensive


Actively listen to what is said and why


Ask for clarification for understanding


Agree upon what actions need to be taken by whom and by when


Collaborate on solutions


Recognize continuous improvement opportunities





Feedback


	


Feedback is a continuous process of active communication offering and asking for help with an expectation to achieve an agreed-upon desired outcome.





Model for Giving Feedback


Describe the behavior





Express how you feel about it 





Specify what you want to reinforce, build on, or to change and collaborate with the receiver to create learning opportunities





Summarize in a positive way and seek out responses for understanding and agreed upon actions to be taken
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Guidelines for Giving Feedback





Set goals, expectations and outcomes (consequences)


Be specific


Be objective


Be realistic


Be measurable


Be value anchored





Be immediate/timely


Consider the place and surroundings


Plan what you want to say (approach)


Listen to and observe a person receiving your feedback


Give the receiver a chance to respond
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