Hints: Giving Negative Feedback to Others

Maintain eye contact, lean forward slightly, stand or sit calmly with your arms at your sides. Be serious: don’t giggle or laugh, or make excuses.

Consider expressing your feelings of discomfort in giving criticism. This may help to put the others person at ease, knowing that you are honestly struggling with being direct, e.g. “ This is difficult for me to say, but I do want to talk to you about…”

Avoid name-calling or other “loaded” words, e.g. “ You are so inconsiderate and crude…” Describe the behavior rather than the person. 

Be specific. Cite specific situations and give examples of what the person said or did. Take a moment before you talk to the person in order to outline for yourself the examples before verbalizing them. Consider developing a script of what you would like to say, so your anxiety won’t hamper you.

Avoid sidetracking. Often when people are uncomfortable giving and receiving criticism, they will avoid the issue by changing the subject or bringing up the past. Stick to the issue.

Use personal pronouns to express your dissatisfaction or unhappiness without blaming or scolding the person. Try: “It bothers me when you say …” Consider using: “ I feel uncomfortable when you…” instead of “You make me so uptight when you…”

Give the person some suggestions as to what they could do to alleviate the

problem. Before talking with the person, ask yourself, “How would I like things to be?”  “What do I want?” An example: “I’d appreciate your keeping the noise down. Possibly you could play your tape deck at lunchtime.”

Hints: Handling Negative Feedback from Others

      Relax and allow yourself to listen carefully to what other person ios saying. Breathing deeply may help you relax.

Paraphrase the feedback so that the person knows you really “heard” and understood their point.

Decide calmly whether the feedback is fair or unfair. If unfair, bring up your questions about the matter of unfairness rather than the feedback itself.

Ask for clarification if the feedback is somewhat vague or unclear. E.g. “You are cold and rude to people”. Ask the person to give specific examples.

If the feedback is fair, ask for specific suggestions or alternatives, such as what you night do to handle the situation or behave differently.

Do not go into long, self-critical, or rationalizing excuses. Rather than feel defensive, consider viewing feedback as a way to grow.

If you disagree with the feedback, respond with opinion statements: “ I” statements rather than “You” statements, e.g. “I think you misinterpreted what I said.” instead of “Your interpretation is all wrong.

When responding to someone who is speaking loudly and at a fast pace, keep your voice low and speak slowly.

T can be helpful to share your feelings about the feedback, “I feel like I’m being attacked.” Or “It’s not easy for me to listen to you when you are yelling” or,” This is something I may need to examine in myself”

