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HOW TO DO IT. 



State the constructive purpose of your 
feedback 
Get their view first 
Describe the behaviour / situation in 
question 
State your view 

Diagnosis Of The Problem



Express your own position 

Get them to offer their suggestions 

Offer specific suggestions, where 

appropriate 

Exploration Of Causes



The objective is a win-win situation 

Help them understand why the change 

will bring benefits to team 

Develop an action plan 

What by when 

Their role 

Your role 

Action Planning The Solution



Check understanding and commitment 

to the plan

Express your support 

Commitment And Support
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FEEDBACK IS IMPORTANT 

Receiving feedback is sometimes as 
difficult as giving it. 

It is however, most important for it is 
from feedback that we know how well 
we are doing. 

It reinforces good behaviour and it 
shows us how to improve and why 
and clarifies other people's 
perceptions of us. 



Listen actively to 
understand the 
described behaviour 
and their feelings. 

Receiving Feedback

Avoid defensiveness 
and aggressiveness. Do 
not immediately try to 
explain and justify. 

Consider what the other 
person says seriously. 
Try to see the situation 
from their point of view. 

Ask for clarification and 
specifics to establish if 
the judgment is 
appropriate. 



If it isn't appropriate, 
justify your judgment 
with facts, not 
opinions. 

Receiving Feedback

Keep calm. Try to 
negotiate. 

If the feedback is 
positive, enjoy it! (You 
obviously deserved it!) 

Thank the other person. 
Feedback is their ‘gift’ 
to you. 
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FEEDBACK IS IMPORTANT 

Generally speaking, positive feedback 
is about three times more effective 
than negative feedback in stimulating 
desired behaviour. 

The three problems in giving positive 
feedback are: 

under-doing it 
overdoing it 
insincerity 



Know the other person. 
People differ in how 
much, how often and in 
what form they receive 
praise. 

 
Giving Positive Feedback 

Praise should be 
infrequent and 
irregularly used. 

It must be honest, 
sincere and justified. 

It can be done publicly 
if appropriate. 



It should be timely, as 
close to the behaviour 
as possible. 

 
Giving Positive Feedback 

Do not undermine 
specifically positive 
feedback by combining it 
with negative feedback. 

Choose words carefully 
and be positive. Don't 
say "not bad" when you 
intend to say "good"! 

Don't overdo it, don't 
exaggerate and use 
superlatives. 
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FEEDBACK IS IMPORTANT 

The central problem with giving 
feedback is that in order for it to be 
helpful, it must be done properly. 

One needs to avoid simply "blasting" 
the other person with negative 
reactions. 

Preparation is critical.  



Be clear about why you 
are giving feedback. If 
the reason is that you 
are really trying to be 
helpful, then go ahead. 
If there is an element of 
point scoring, flattery, 
revenge or the like in 
your motive, then 
feedback will be 
unhelpful. It must be 
for their benefit not 
for yours! 

Giving Negative Feedback 

Do not give feedback 
when the other person 
is not ready for it. 
Formal coaching 
sessions or where the 
other person expects 
feedback are rimes 
when you can be sure 
that the other person is 
likely to be receptive. 
At other times you need 
to be more sensitive to 
the mood of the other. 



When giving feedback, 
stick to describing a 
specific piece of 
behaviour, and your 
reaction to it. Be 
precise and avoid 
criticizing their 
personality.  
You can't change 
personality, you can 
change behaviour. 

Giving Negative Feedback 

For example, don't say   
"you really get on my 
nerves because you're 
always interrupting". 
It is better to say 
something like "When 
you interrupted me just 
then, I felt that you 
weren't giving me much 
respect, and that makes 
me angry".  



Give feedback as 
quickly as possible 
after the behaviour 
on which you are 
commenting 
occurs. The longer 
you wait, the less 
helpful will be the 
feedback. 

Giving Negative Feedback 

Give feedback in 
small amounts. Do 
not save it up, and do 
not overload the 
other person. 
Normally, 2 or 3 
pieces of negative 
feedback at one time 
is more than enough. 



Make sure the 
feedback is 
constructive, not 
destructive. 
The test is that it 
should motivate the 
other to want to 
change and to realize 
that (s)he can change. 

Giving Negative Feedback 

Avoid starting on 
a negative note 
and always end 
on a positive 
note. 
This helps to 
build self-esteem 
& confidence. 



Make sure 
negative 
feedback is 
given in private. 

Giving Negative Feedback 

Afterwards 
positively 
reinforce the 
desired 
behaviour with 
honest praise. 



negative 
feedback GROW

positive 
feedback

The Importance of Feedback



thank you.
Don't forget to ask for feedback.


