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Giving & Receiving Effective Feedback 
 
What is Feedback? 

Feedback is always meant to be constructive and useful. The goal of feedback is to improve ones 
current situation or performance – not to criticize or offend. 
 
Characteristics of Effective Feedback  

 Clear Purpose 

o The purpose of effective feedback is to assist the receiver to improve, understand, or take 
advantage of a developmental opportunity. 

o Questions to ask yourself to clarify purpose: 

 Why are you giving this feedback? 
 What is it you want the person to change? 
 What is the message you need to deliver? 
 

 Specific and Descriptive 

o Nonspecific feedback leaves the receiver with useless information that does not give 
them direction for change. Feedback should describe the behavior or incident that has led 
to the feedback. This allows the receiver to recognize a specific incident that has led to 
the feedback. 

o Example:  
 

“You need to improve your work ethic.” – non-descriptive nor specific 
A better response would be: “When you return 10 minutes late from your morning break 
it disrupts the scheduled breaks for others.” – descriptive and specific 
 

o Questions to ask yourself to ensure your feedback is descriptive and specific: 
 What is the situation or behavior you want to change? 

 
 Relevant 

o Sometimes feedback is given that is not relevant to the receiver’s job or development. 
o Questions to ask yourself about the relevance of the feedback: 

 How much of the feedback will really apply to the receiver’s situation? 
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 Actionable 

o The receiver should be able to take the feedback and put it into action. If feedback is not 
actionable it can be destructive and leave the receiver wondering what they need to do to 
improve or change. 

o Questions to ask to ensure your feedback is actionable: 
 Will the receiver be able to take the feedback and turn it into an action item? 
 How would you respond if you received this same feedback? 
 What measure can be used to evaluate the change? 
 

 Timely 

o Feedback should always be given in a timely manner in an appropriate setting.  

o Approaching a person when they are overwhelmed or emotional will escalate the 
feelings. 

o Questions to ask yourself about the timeliness and location: 
 When would be the best time to give this feedback? 
 Where would be the best location to give this feedback? 
 

 Balanced 

o Feedback is a balance between listening and speaking and being open to receive feedback 
and questions in return. Feedback is also a balance between providing the positive points 
as well as the constructive feedback. 

 
Do’s & Don’ts of Effective Feedback 

Do Don’t 
 Ask for permission to offer feedback 
 Find the appropriate time and place 
 Agree on what will be focused on 
 Start and finish with positive feedback 
 Focus on areas that can be changed 
 Check for understanding 
 Demonstrate a posture of listening and 

empathy 
 Ask if feedback could be improved 
 Draw out ideas from the other person 
 Follow up 

 Generalize 
 Comment on personality traits 
 Forget that your feedback says as 

much about you as about the person 
to whom it is directed 

 Get defensive or emotional 

 
See the Giving Effective Feedback Worksheet to help you to prepare to give feedback. 
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