Handouts 


Handout 6-A: Giving Constructive Feedback

The goals of giving constructive feedback are to:

· Express appreciation and let a person know what they did to meet your needs or expectations.  
· Express when an individual has not met your needs or expectations and provide information to clarify your expectations and/or help the person meet them. 
Six Guidelines for Giving Constructive Feedback:

1. Give positive feedback often to reinforce actions you’d like continued. 

2. Tell the other person how their actions make you feel—i.e. what the effect or impact is on you. 

3. Give constructive feedback as close as possible to the time of the behavior that you want to reinforce or change. 

4. Describe the specific behavior or situation you are giving feedback about. 
5. Be direct and clear. When addressing a problem, avoid judging or blaming language—express your belief that the other person is capable of helping to resolve the issue. 

6. For emotionally charged situations, set up a specific time and place to offer feedback. It can make a significant difference in the possible outcome of the conversation. 
Handout 6-B: Practice Giving Constructive Feedback

For each situation below, the first feedback does not follow one (or more) of the guidelines in Handout 6-A. In your group, you will do two things:

· First, note which guideline it does not follow. 

· Then, write a constructive feedback statement that does follow the guideline. 

1.  Situation: A co-worker has been grumpy all day. She’s been quiet and not talking much with residents or co-workers. You’ve asked her a question about a resident, and she says, “Why are you asking me?! You should know.” 

Not constructive feedback: “Excuse me, Miss Crabby! I’m sorry I spoke to you!”

· Which guideline is not being followed here? _________________

· Write a constructive feedback statement:  
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2. Situation:  A nurse who’s part of your team is generally so busy that she often goes about her work with minimal conversation.  Today—despite her busyness, she compliments you on your new hairstyle.  
Not constructive feedback: “Gee thanks—I think I’ll note today on my calendar.”

· Which guideline is not being followed here? _________________

· Write a constructive feedback statement:  

3. Situation: Your co-worker stayed late on her shift, to bathe a client who often becomes combative with you during your shift.

Not constructive feedback: “You’re the best! I don’t know what I’d do without you!” 

· Which guideline is not being followed here? _________________

· Write a constructive feedback statement:  
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