Providing Feedback to a Colleague

Guide for Professionals

Feedback is vital for strengthening connections with our colleagues. When working with a team, it is important to
provide and receive positive and constructive feedback. This guide provides you with ways to deliver feedback
using methods that promote collaborative and productive conversations.

Why do these conversations matter?

Positive feedback is the most vital for motivation and sustainability. Commenting on successes and
achievements as they arise can build trust and confidence.

Constructive feedback should focus on opportunities for growth. The key to delivering constructive feedback
is remaining objective and reminding the other person that you are on their team. Speak to the individual about
the events. Then, work in collaboration with them to problem solve and come up with a path forward for
improvement.

All forms of feedback will be better received after a relationship has been established. Consider taking the
time to build knowledge of how colleagues prefer to receive feedback (e.g., verbally, written, in front of a group).
This can help keep relationships strong and built on trust.

Positive feedback is best received when it is "I really appreciated when you ___ because ___. Thank
specific and states why the outcome was you for all you do."

successful. Feedback can be presented in many
ways like written notes, celebrations in front of other | “That was a great idea because
staff members, one-on-one chats at the end of the

day, or any other ways the listener feels " would love to get your input on ___ because of your
comfortable. success with similar situations in the past.”

Giving and receiving constructive feedback can ‘Do you have some time later today to discuss how
be uncomfortable. Therefore, when giving this type | ____ went?If not, let’s find a time we can meet.”

of feedback, be specific and use clear, neutral

language to guide the individual towards a "l know you wanted to work on___, and | can see the
successful outcome. Frame the conversation as a progress you have made in getting there. Let's set
chance to talk about how they think the situation up a time to reflect on what is working well."

went, express their perspectives, and provide more

details about what supports are needed regarding " wanted to check in with you on how ___ went and
the situation. how we can collaborate on next steps."

"It would be great if you could share how you
approached ___ and what you thought the key
takeaways were."
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Providing Feedback to a Colleague
Approachability Statements

Directions: Approachability Statements can help team members understand how to best
communicate with each other. Ask each member of the team to fill out the boxes below and keep
them handy within your program. These should be referred to before having difficult conversations or
when you would like to show appreciation for a colleague in a way that makes them most comfortable.

| feel appreciated by my colleagues when:

| prefer to receive constructive feedback in the following way(s):

The kind of support | would like from my The things that frustrate me the most are:
teamis:
When there is conflict, | respond by: During times of conflict, | need:
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