Feedback Exchange
Mastery

This playbook outlines the processes for delivering
constructive feedback and techniques for accepting
feedback with grace. It emphasizes the importance of
communication skills in both giving and receiving
feedback to promote personal and professional growth.

Step 1: Preparation

Before giving feedback, gather specific examples to illustrate your
points. Ensure feedback is timely, relevant, and based on
observations or facts.

Step 2: Setting

Choose an appropriate setting for the feedback session. It should be
private and free from distractions, to facilitate an open and honest
dialogue.

Step 3: Delivery

When delivering feedback, use 'I' statements to express how the
behavior affected you without assigning blame. Be clear, concise, and
focus on behavior, not personality.

Step 4: Active Listening

While receiving feedback, listen actively by maintaining eye contact,
nodding, and not interrupting. Show that you value the feedback and
the effort taken to provide it.



Step 5: Clarify

Ask questions if you need clarification on certain points of the
feedback given. Restate what you heard to ensure understanding.

Step 6: Reflect and Plan

Take time to process the feedback you've received. Reflect on it and
make a plan for how you can address the points raised or implement
the suggestions.

Step 7: Follow-Up

Schedule a follow-up after the initial feedback to discuss progress. It
shows commitment to improvement and acknowledges the ongoing
nature of personal development.

General Notes

Emotional Regulation

Manage your emotions during both giving and receiving feedback.
Recognize that feedback can elicit strong reactions, but strive to
remain composed and professional.

Constructive Intent

Bear in mind that the purpose of feedback is to aid growth. When
giving feedback, frame it constructively, and when receiving, view it
as an opportunity for improvement.



Positive Reinforcement

Balance negative feedback with positive reinforcement. Highlight
strengths and achievements along with areas for improvement.
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