Mentor Training Session 2—Constructing Team Feedback
Outcomes: By the end of this training session you will…
1. Be able to state the four elements of effective feedback,

2. Be able to construct feedback that fits the four elements,
Method: 

Individual work should be recorded by each mentor in their mentoring journal.  Lists on board should be facilitated by a single mentor or the super-mentor.

Step 1—Review of the elements of feedback, led by trainer (10 minutes)
1. Feedback should be given for both Strengths to repeat and Improvements to make.  Balance the feedback so that the strengths out number the improvements by 2 or 3 to 1.
2. Review the 4 step feedback prescription below.
	Steps
	General description of what to write or say
	Example

	1.
	State plainly what was done without adding judgments like “good” or “bad”.
	“We divided the responsibilities between us after we had reached consensus…”

	2.
	State plainly what the result was, again without judgments like “good” or “bad”.
	“…because of this everyone’s actions worked together…”

	3.
	State plainly why the result either improved or detracted from performance, again without judgments like “good” or “bad”.
	“…as a result we got done quickly and the pieces fit together…”

	4.
	State what can be done in the future to either repeat a strong performance or improve a weak performance the result was, again without judgments like “good” or “bad”.
	“…in the future we could do this with any large task we have.”


Step 2—Analyze the following two examples, group discussion (10 minutes).

1. Identify and circle feedback elements 1-4 in each example.

2. What would happen if you left any of the elements out of the feedback?
Example 1: We forgot to review the agenda when we started the meeting.  As a result we got way off track.  This made a one-hour meeting into a two-hour meeting!  Next time we should review the agenda before launching into it.

Example 2: George called me when he knew he was not going to finish the sketches this week.  As a result we met and reallocated the work to more of the team.  This got the job done on time, and spread the work around.  In the future we should put more progress checkpoints into the schedule so we are alerted sooner when the schedule starts to slip.
Step 3—Construct feedback for the following situation (10 minutes).
Situation:  The team is running a very disorganized meeting.  No plans or agendas are being followed.  However, everyone is totally engaged and they are adjusting to each other’s actions with only short losses of time.  By the end of the team meeting everyone is satisfied with the work that was completed, but rather worn out.  No planning for “next steps” is included in the meeting. 
Individually jot down 2 strengths and 1 improvement

Strength: ___________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Strength:  ___________________________________________________________
__________________________________________________________

__________________________________________________________

__________________________________________________________

Improvement: ________________________________________________________
__________________________________________________________

__________________________________________________________

__________________________________________________________

