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Effective Feedback
Leadership Tip

Six Characteristics of Effective Feedback

Tips on Accepting Criticism

Listen attentively. Ask for details. Find something to Try not to take their
Mak Find agree with. comments personal-
ake sure you ind out as much as you
understand the criticism can about the incident(s) You don't need to say that you If they’ve learned
and what needs described. Ask lots of were wrong if you weren't, but anything about offering
improvement. You may open ended questions to i.t d°es_ do a lot for your own feedback, they will know
even want to paraphrase gather all the informa- integrity for Jomte'say that they need to speak to
the other person’s tion that you can. you were wrong if you were. your behaviors and not
remarks. your personal self, but
Of equal importance, you not everyone knows this.
need to acknowledge the Consider that they are
person’s right to criticize and being brave and offerin g
to recognize the importance of feedback (not an easy
the person’s concerns. If you thing for most Pe°P|e to
cannot agree with the other do) as an opportunity
person about any aspect of to improve yourself.
the criticism being offered,
you could be perceived as
rejecting the person as well.
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Good Questioning Techniques

Hypothetical Open Ques-

¥ “Let’s change roles for a moment.
Suppose you were supervisor of this
department and someone came to you

Open Ended Questions

v “In your own words, evaluate your
accomplishments this quarter. with a complaint similar to yours. How
N M
¥ “Tell me about your complaint.” would you like to handle it
“If you learned a process or procedure
that that could free up one hour of your
time each week, what do you see

yourself doing during that hour?”

& “Tell me how | can help you

achieve your goals.”

& “Whatdo | have to give

you to get what | want?”

/ “Describe how you think

the project developed.” Direct or Specific Questions

¥ “Is the accusation against you accurate?”

¥ “Did you accomplish your top
priority this year?”

& “Do you think you should

receive a promotion?”

Closed Questions
(when used appropriately)

e,

¥ “Does this make you angry?”

¥ “Do you think this appraisal is fair?” . .
Third-Person Questions

# “Do the employees in our
department think the raise is fair?”

Active Listening Tips and Techniques

NOTE: Informal feedback will be offered in a way that is very similar to formal feedback, except that you will likely only focus on
one topic, and you do not need all that documentation that a performance appraisal or similar formal meeting requires.

Probing Techniques

1O
1O
@Y
(&
@

Ask an open Pause. Ask reflective or Paraphrase. Use summary
question. mirroring questions. questions.

Verbal Probes Non-Verbal Probes

Tips on Managing Your Body Language




