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FEEDBACK
Proven methods and tools for giving and receiving feedback

RUN SHEET
60 MINUTES

UP TO 30 PARTICIPANTS 

INTRO • Facilitator intro.
• Discussion of the importance of feedback – and the challenges 

that come with it. 
• The group brainstorm common situations at work where they 

need to provide feedback. 

DELIVERING FEEDBACK • A formal definition of feedback (‘Redirection’ and 
‘Reinforcement’) is shared. 

• Activity:
– Participants check off relevant pitfalls they are guilty of 

when it comes to delivering feedback e.g. “If I wait long 
enough, the situation will probably resolve itself so I avoid 
giving feedback.” 

EFFECTIVE FEEDBACK • The group discuss what makes feedback effective. From there 
everyone lists out the key characteristics of effective feedback. 

FEEDBACK FRAMEWORK: 
COIN

• A 4-step framework is shared as a way to help give feedback 
in any situation (positive and negative). 

• Activity:
– Everyone has a go at using the framework for a feedback 

situation they are facing at work (or they can use one of our 
example situations).

DETAILED FEEDBACK • We discuss why it is so important to provide detailed 
information when it comes to feedback – examples are shared.

• Reflect:
– Everyone reflects on how they could be more specific and 

detailed in feedback they are providing. 

‘YOU’ vs ‘I’ STATEMENTS • The right words are important when it comes to feedback – we 
look at why we should use ‘I-Statements’ vs ‘You-Statements’

• Exercise:
– Participants form ’I-Statements’ to a given situation.

RECEVING FEEDBACK • We encourage everyone to reflect on when they last received 
feedback from someone and what they did. 

• We run through how to receive and benefit from feedback –
everyone checks off behaviours they need to develop 
in themselves. 

ACTION • Recap on the key points.
• Participants reflect and note down one thing they will start 

doing immediately. 


