Getting feedback:
· Seek clarification/reflect what you’ve heard before responding (to ensure understanding)
· Don’t make assumptions
· Be strategic about timing and space
· Be constructive
· Be direct
· Be solution oriented
· Be kind
· Be aware of body language 
· Acknowledge yourself and your triggers (what stories are you hearing that might not be true to what is being shared?)
· Acknowledge being reactionary and giving yourself time to listen and understand feedback
· Acknowledge your own capacity for what you can and cannot handle
· Listen with your heart; listen without interrupting
· Don’t take it personally
· It’s a gift, accept it – it is in service of your growth (rather than an indictment on your character)
· Have a growth oriented mindset
· Listen to understanding rather than to react; practice active listening
· Be honest with how you’re feeling; take time to process your emotions
· Assume positive intent
· Be open
· Take deep breaths 
· Remember we all make mistakes
· Practice mindfulness

Giving feedback:
· Do it in person, when possible
· Provide constructive feedback
· Deliver in a “neutral space”
· Use humor, art to open up the conversation
· Establish trust, then give feedback
· Ask for permission
· Connect to shared values or shared goal
· Reduce conflict to raise the likelihood the feedback will be heard
· Positivity sandwich (provide positive feedback with constructive feedback)
· Use your own experience and use “I” not “you” if applicable
· Focus on behavior and impact rather than character; focused on observed behaviors
· Be prompt
· Honor the work and purpose of our work enough to be courageous in having necessary conversations
· Provide concrete examples
· Be compassionate
· Ensure the request is reasonable
· Assume the best in other people
· Take some time to cool off before diving into the discussion
· Try to understand the other person’s position/reason for behavior
· Discuss how behavior impacts you personally
· Don’t insult or project
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