
 

 

 
 

 
 

Ten Guidelines for Giving Effective Feedback* 
 

 
1. Direct feedback toward behavior one can do something about, not the person. 

Information about what a person does helps that person make choices about their behavior.  

Assessments about a person’s "personality traits" or "personal qualities", on the other hand, usually increase 
their defensiveness.  (E.g., “You arrived ten minutes late” vs. “You’re irresponsible.”)  

2. Take the needs of the receiver into account first. 
Focus the feedback on the value and usefulness it may provide to the receiver rather than the "release" it 
provides the giver, i.e., you. 

E.g.  “I greatly value our working relationship … my intention in having this conversation with you is to see what 
we can both do to make it even better”.  

“Feedback is not always easy to receive so I’m going to do my best to make it enjoyable for both of us!” 

Think empathically.  Be intentional. 

3. Make use of “I” Statements to let the receiver know how you perceive, experience or feel about the 
behavior.  Avoid “we” or “most people” statements. 

 
By saying, “I get frustrated when I see, hear, think…” you help promote a productive dialogue.  No one can 
dispute that that’s how you feel!   

Whereas saying “You make me upset” or “You are so impossible …!” is more likely to lead to an argument and 
less communication. 

Know your desired outcome.  Aim to inspire a shared vision.  Try sharing a story of your own personal struggle 
with something challenging. 

4. Focus on what was said and done (actions) rather than why it was said or done (motives). 
Feedback that relates to what, how, when, and where is based on observable events; while opinions or 
judgments about the other's motive or intent relates to interpretations and conclusions drawn from what was 
observed. 
 
Think Columbo: Talk about “the facts, ma’am, just the facts.” And pay close attention to your tone of voice and 
body language. 
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5. Make feedback descriptive rather than evaluative and judgmental. 
By giving an objective description of what occurred and your reactions to the situation, you leave the receiver 
free to use the feedback as he/she sees appropriate.  Being judgmental entails a subjective evaluation of the 
other based on your personal values.   

Separate the person from the problem.  Stay focused on the issue. 

6. Make feedback specific rather than general and abstract. 
Feedback is generally more useful if it can be tied to a specific time, place and action.  

It is far more useful to say, “I noticed that you broke in twice while I was speaking during the meeting” than “You 
are always interrupting people.”   

Give examples. Be specific. 

7. Share information rather than give advice. 
To give advice takes away a person's freedom of choice as well as responsibility for future actions. 

8. Be sensitive to timing and selection. 
It is important that the giver of feedback be sensitive to both when it is appropriate to give feedback and how 
much to give the receiver.   
 
The receiver needs to be ready to hear and deal with the data.  Only give an amount a person can use. 
 

9. Check whether the receiver understood your feedback. 
One way of doing this is to ask the receiver to rephrase the feedback to see if it corresponds to what the sender 
had in mind. 

10. Request what you’d like them to do differently. 
Your request lets them know exactly what you are asking them to do.  They are free to accept, decline, or 
counter-propose.   
 
You can’t change them, yet by asking, you help them see what you think they could do to help the situation.  

 

 

 

 

*Adapted from NASA’s Goddard Space Flight Center, Office of Human Capital Management “Short Guide to Giving & 
Receiving Feedback” 
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