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Giving & Receiving Module 
e-Learning Summary 
Chapter 2: The Right and Wrong Situations to Provide Feedback 
What Makes Feedback Most Effective?   

• It is shared frequently and in context 
• It aims to achieve a specific outcome 
• It is realistic in its expectations 
• It shows respect for the recipient 
• It is a two-way conversation 
• It is expressed as a point of view, rather than an absolute truth 
• It assumes an opportunity for follow-up 

The Right Situations for Feedback 
• When good work or behaviour deserves to be recognized 
• When the likelihood of improving a person's skills is high 
• When the person is already expecting feedback  
• When a problem cannot be ignored 

When Feedback may be Detrimental to the Situation: 
• When you do not have all the information about a given incident 
• When the feedback concerns factors that the recipient cannot easily change or 

control 
• When the person is emotional or vulnerable after a difficult event 
• When you do not have the time or the patience to deliver in a calm, thorough manner 
• When the feedback is based on your personal preference 

Chapter 3: How Often Should I Provide Feedback? 
The benefits of regular feedback sessions: 

• A success or disappointment is fresh in the memory 
• The conversation can be vivid, the advice practical 
• Frequent performance meetings force both manager and employee to pay attention 
• You can introduce areas of poor performance little by little over time 

Chapter 4: Preparing Mentally 
Common hesitations to providing feedback 

• You worry that giving feedback will strain your relationship 
• You assume that the other person cannot handle the feedback 
• You recall instances when the recipient resisted feedback or didn't act on it 
• You feel that the person is already too stuck in his ways  
• You fear an awkward or even volatile situation 

The basics of preparing mentally for a feedback session: 
• Expose yourself to feedback sessions 
• Focus on your thoughts – the statements you’re telling yourself  
• Focus on your feelings – Then start with the heart 
• Ground yourself in the idea that feedback is not simply about criticism 
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Chapter 5: Your Approach and Your Communication 
• What is your staff person’s preference for receiving feedback? 
• What kind of communication experience do you create? 
• Be specific, timely and clear 
• Be direct, but caring 
• Be authentic about your strengths and weaknesses 
• Allow time for absorption and clarification 

Chapter 6: Planning your feedback session and what happens after the 
feedback session 

• Gather all the information about the situation you will be referring to 
• Write down what you want to talk about 
• Anticipate questions or objections the recipient may have and your responses  
• Write down what you would like to get out the session (short-term and long-term) 

The Invitation 
• Prior to Any Feedback Session, let the recipient know what you will be providing them 

with some performance feedback.   
• Share your intention for providing them with performance feedback. 

Following the feedback session: 
• Check in regularly to ensure the action plan is on track. 
• Ask the employee to describe her progress.    
• Be explicit about any improvements that you're noticing.    
• Be frank if you notice that progress has been too slow or is not happening at all. 

Chapter 7: Providing Feedback to Difficult Personalities 
General rules to follow: 

• Remember the why 
• Find your center and prepare 
• Handle reactions in the moment 
• Stay calm and continue to use a neutral and composed voice 
• Move the conversation to a productive place 
• Be willing to shut down a meeting that is not productive or unprofessional 

Chapter 8: Other Special Cases 
• Appearance 
• Cross cultural feedback 
• Feedback to high performers 

Chapter 9: Receiving Feedback 
Pull for more feedback by: 

• Soliciting feedback 
• Being grateful 
• Keeping in mind no boss is perfect 
• Not being defensive 
• Acting on the feedback 

If you don’t agree with the feedback: 
• Do nothing immediately – give yourself time to decide 
• Avoid looking for holes in the feedback because you will find them 
• Dig deeper to explore all possibilities and our assumptions 
• Explore the past and future of the feedback 
• Always assume givers need help articulating what they mean 
• Check your blind spots (What might be right?) 
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