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PERFORMANCE PLANNING AND REVIEW  

 
Giving and Receiving Feedback 

 
1. Introduction  
 

Giving Feedback
 
• Feedback is an 

opportunity to 
recognise 
performance and 
reinforce good 
behaviours. 

• Not giving feedback 
is a missed 
opportunity to 
develop individuals 
and teams. 

• Negative feedback 
should relate to 
specific behaviours / 
performance. 

• Although 
individuals / teams 
may be praised in 
public, negative 
feedback should be 
given in private. 

Feedback is at the heart of effective communications.  Feedback may be used to 
strengthen a behaviour that is considered to be positive as well as to 
change a behaviour that is considered to be negative.  Managers and 
Team Leaders have a responsibility to create an environment within 
their team where giving and receiving feedback is considered the 
norm.  Feedback provides a way for people to learn how they affect 
the world around them, and it helps them to operate more effectively 
within teams.  
 
Giving feedback is based on fact and not subjective judgement.  
Where evidence shows that something has gone wrong, corrective 
action may be taken.  Alternatively, where evidence shows that 
something is working well, action may be taken to make the best use 
of the opportunities the feedback has revealed.  Where feedback is 
used to recognise achievement this can act as a powerful motivating 
factor. 
 
To give effective feedback you need to be tuned in, sensitive to the 
person and the situation, and honest.  How you give feedback can be 
just as important as what feedback you give. 
 
 
2. Tips for Giving Feedback 
 
• Adopt an appropriate style (see below). 
• Be descriptive, not prescriptive. 
• Be objective, not subjective. 
• Be clear and avoid labels that are ambiguous, such as ‘unprofessional’. 
• Be exact in the words you use to describe the behaviour or issue.  Avoid words 

such as ‘never’ or ‘always’ as they may represent an exaggeration of the issue and 
thereby invite a defensive response from the receiver. 

• Avoid using judgemental language to guard against moving from constructive 
comment to prescriptive comment. 

• Avoid giving feedback when angry. 
• Make sure that the other party is ready to receive the feedback. 
• Speak for yourself in giving feedback and avoid ascribing the feedback to others 

not present – own it. 
• Direct the feedback at behaviours that are within the power of the receiver to 

change. 
• Use “I” statements to describe how the behaviour is affecting you. 
• Give timely feedback – feedback delayed is feedback denied. 
• Model the way – ask for feedback on your feedback. 
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Giving Feedback 
Effective/Positive Delivery Ineffective/Negative Delivery 

Supportive Non-threatening and 
encouraging 

Attacking Hard hitting and 
aggressive, focusing on 
the weaknesses of the 
other person 

Direct Focus of feedback is 
clearly stated 

Indirect Vague, with issues 
hinted at rather than 
explicitly stated 

Sensitive Sensitive to the needs of 
the other person 

Insensitive Little concern for the 
other person 

Considerate Does not demean or 
insult the other person 

Disrespectful Demeaning, bordering 
on insulting 

Descriptive Focuses on the behaviour 
that can be changed, not 
on personality 

Judgemental Evaluative, judging 
personality rather than 
behaviour 

Specific Focused on specific 
behaviours or events 

General Aimed at broad, poorly 
defined issues 

Timely Given as close to the 
behaviour or event giving 
rise to the feedback, and 
delivered at an opportune 
time 

Poor timing Given long after the 
event or at the worst 
possible time 

Thoughtful Considered rather than 
impulsive 

Impulsive Given thoughtlessly and 
with no regard for the 
consequences 

Helpful Intention of feedback is 
to be of value to the 
recipient 

Selfish Meets the giver’s selfish 
needs rather than being 
for the benefit of the 
receiver 

 
 
 
3. Giving feedback has the following benefits 
 
• Improves performance – strengthens positive behaviour and changes negative 

behaviour.  
• Helps people appreciate how their actions affect others.  
• Improves communication and strengthens working relationships.  
• Promotes a more open working environment.  
• Increases job satisfaction.  
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4. Receiving Feedback 
 
While there is an art to giving feedback, there is an art to accepting it as well.  The 
giving and receiving of feedback is an important communication tool that fosters 
healthy and effective working relationships. 
 
 
5. Tips for Receiving Feedback 
 
• Adopt an appropriate style (see below). 

Receiving Feedback
 

• Feedback is rare – 
treat it as a gift. 

• Consider what is 
being said 
carefully. 

• Treat the 
exchange as an 
opportunity to 
build a positive 
working 
relationship. 

 

• Feedback is rare.  Encourage it and when it is offered you should accept it and 
value it.  

• Be open. 
• Listen carefully and actively to what is being said and do 

not interrupt the speaker – remember that rearranging the 
letters in the word ‘listen’ spells ‘silent’ 

• Do not be defensive.  
• Clarify your understanding by seeking examples of the 

behaviour at issue and by summarising your understanding 
of what the speaker is saying, and then check for any 
misunderstandings.  

• Acknowledge the right of the speaker to give feedback.  
• View feedback as a chance to find out how to improve 

your team’s performance.  
• Feedback sessions can be viewed as a learning opportunity. 
• Be aware of your breathing.  Receiving feedback can be 

uncomfortable and stressful, so remember to breathe.  This 
will help you to stay relaxed and alert. 

• You, as receiver, determine what it is you will take from the feedback and how 
you will use it to change any behaviours that might warrant attention.  Take time 
to consider what has been said, particularly if it is something that might otherwise 
elicit a defensive response if you react immediately. 
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Receiving Feedback 

Positive/Open Style Negative/Closed Style 
Open Listens without 

interruptions or 
objections 

Defensive Defends personal 
actions, objects 
frequently to 
feedback 

Responsive Willing to hear what 
is being said 

Attacking Verbally attacks 
the feedback giver, 
seeks to turn the 
table on the giver 

Accepting Accepts the feedback 
without denial 

Denies Refutes the 
accuracy or 
fairness of the 
feedback 

Respectful Recognizes the value 
of what is being said 
and the right of the 
speaker to say it 

Disrespectful Devalues the 
speaker, what they 
are saying, or their 
right to give 
feedback 

Engaged Interacts 
appropriately, asking 
for clarification as 
required 

Closed Ignores the 
feedback, showing 
little interest 

Active listening Listens carefully, 
seeks to understand 
what is being said 

Inactive listening Makes no attempt 
to understand the 
meaning of what is 
being said 

Thoughtful Tries to understand 
the behaviour that has 
led to the feedback 

Rationalizing Seeks to explain 
the issues being 
discussed so as to 
diminish any 
personal 
responsibility 

Interested Is genuinely 
interested in receiving 
the feedback 

Patronizing Listens, but shows 
little interest 

Sincere Genuinely wants to 
make personal 
changes, if 
appropriate 

Superficial Listens and agrees, 
but gives the 
impression that the 
feedback will have 
little effect 

 

4 of 4 


