
Giving and 
Receiving 
Feedback



Overview

This session is about giving and receiving feedback and 
offers some advice for giving feedback effectively. 

An important role of the facilitator is to give feedback to 
participants regarding their behavior and progress toward 
learning objectives. It is not always easy and requires 
skills of diplomacy and tact.

Feedback should be accessible, clear, legible and 
unambiguous. It is important to make sure your 
feedback is fair and honest, and not overly positive or 
negative. 



Rules for Giving Feedback

1. Feedback should be about behavior 
not personality

2. Feedback should describe the 
effect of the person’s behavior on you

3. Feedback should be as specific as 
possible

4. Feedback should be timely



Rules for Giving Feedback
• Be precise, clear and accurate; focus on 

particular behavior; your feedback must be 
measurable and actionable

• Be balanced taking into consideration only 
observable behavior and performance

• Consider the benefit of immediate feedback, 
although there may occasionally be reasons 
for waiting

• Be sincere, both in intention and manner of 
giving feedback. 



Receiving Feedback
• Be Open To Receiving Feedback. In order to 

hear feedback, you need to listen to it. 

• Understand the intention and purpose of 
feedback

• Try not to be defensive; concentrate on how 
feedback will enable you to perform better

• Learn to listen. You don’t have to accept all 
feedback but keep an open mind and focus 
on the future. Ask questions if you want 
clarity



Summary

• Give feedback only when asked to do so or when your offer is accepted.
• Give feedback as soon after the event as possible.
• Focus on the positive.
• Feedback needs to be given privately wherever possible.
• Stay in the ‘here and now’, don’t bring up old concerns or previous 

mistakes.
• Focus on behaviors that can be changed, not personality traits.
• Talk about specific behaviors, giving examples where possible and do not 

evaluate or assume motives.
• Use ‘I’ and give your experience of  the behavior (‘When you said…, I 

thought that you were…’).
• When giving negative feedback, suggest alternative behaviors.
• Be clear about what you are giving feedback on and link this to the learner’s 

overall professional development and/or intended program outcomes.
• Do not overload – identify two or three key messages that you summarize 

at the end. 
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