




A Process to Build & Lead High Performing Teams 
How to Receive Feedback Worksheet:  
Expect positive intentions and always try to use feedback to enhance your personal strengths. How you impact others with your words and actions is important to understand and internalize to gain more self-awareness. 

Below find a series of reflection questions to help you get the most out of your feedback session. Include brief paragraphs or bullet lists capturing the specific points you would like to make and use this to continue to enhance your communication. 

Process for Giving Feedback: 
	 
Step 1: Prepare to Receive the Feedback

How can I keep emotions calm and avoid being defensive? Feedback is a gift.
     
What do I need to do to focus on positive emotions that lead to best outcomes?
    (Example: Do I have triggers that propel me into not being my best?)      

What can I do to remind myself the feedback is probably not meant to be personal and is delivered with the intention to develop? 
    (Example: Consider the other person’s perspective to see your behavior through their eyes.)

Insert answers to questions. 

Step 2: Receive the Feedback 

How can I relax and be open to information that will help me?

How can I monitor my body language so I remain positive and open?

How can I keep the bigger picture in mind and keep the feedback or the issue in perspective?
    (Example: My job or my team is one dimension of my life and how can I balance that with the
     other dimensions such as family, social, and other interests?)
Insert answers to questions. 


Step 3: Discuss the Issue Seeking Clarification or Specifics 

What is an appropriate way to play an active role in the exchange?
        
How can I empower myself to set things right?
     (Example: Giving myself permission to be wrong and to learn from failure can be a good start.)

      Some useful questions to keep in mind:
                Who else is involved or impacted?
                Where is this issue most acute?
                When did the events transpire?
                Why is this a critical issue now?
                How is it similar or different from other instances or examples?

Insert answers to questions.


Step 4: Show Your Understanding
How can I quickly process the feedback mentally?
     (Example: Analyze the main points and try to approach them rationally.)

What do I need to do to restate the issue and main points?

Insert answers to questions.

Step 5: Reflect on Possible Behaviors Needing Attention 
What effect am I aware of that I have on others that might not be optimal?
     (Consider any negative reactions others have exhibited due to your behavior.)

What stress points come up in your relationships and conversations?
     (Is there something about your personal style or your communication style that could cause 
      friction in relationships?

How can I gain awareness on specific behavior that might negatively impact my relationships?
     (What assessments have I taken, for example, the Leadership & Character Assessment or Team
      Member Assessment that might provide a measurement or benchmark?)

Insert answers to questions.

Step 6: Make a Plan to Address the Issues
How can I appropriately suggest solutions and clarify expectations?
    (Example: Ask questions and be open to dialogue.)

How can I summarize the solutions and expectations?


Insert answers to questions.

Step 7: Commit to Addressing Issues 
How can I show my intention to address the behavior and follow through on the solution? 
    (Consider using language that shows your commitment. Think in terms of “I plan” and 
     “I intend” and “I will”)

What peer mentor would assist me and provide ongoing feedback?

Insert answers to questions.

Step 8: Review the Changes You’ve Made and Seek Feedback 
What have I done to address this issue and what are the results?
      (Specifically map out all your efforts and their results.)

How can I gain more insight or a reality check to make sure the issue is solved?

How can I stay in a mindset of personal development to be at my best?

Insert answers to questions.
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