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Tips and Tools for Giving Feedback
Giving and receiving effective feedback is a critical component of any creative process. Good feedback benefits both those who give and receive it as learners clarify their ideas and respond to questions.
Types of Feedback
1. Inquiring and asking for clarification: This type of feedback ensures that you understand what is being said or shown, and increases your confidence in any suggestions you may have to offer. Consider the following example questions to inquire further or ask for clarification: 

· How does your Essential Question apply to your project? 

· What is the most important standard addressed in your unit? 

· How will students organize their project? 

2. Making neutral statements: Sometimes, you need to see your unit through the eyes of another. It is easy to get wrapped up in the unit and not notice some details. It is important that this type of feedback stay neutral. Consider the following example neutral statements: 

· I see that most of the activities included in your unit address the second standard listed. 

· Students work collaboratively in all activities except one. 

· The project appears to consist primarily of conducting research and writing reports.  

3. Offering suggestions: You do not need to be an expert in every teacher’s discipline and grade level to give valuable suggestions. In fact, sometimes it is better to not be an expert to avoid inadvertently conveying any biases. The principles behind effective unit design and technology integration provide a common base for everyone to offer suggestions. Consider the following example, where a teacher suggests a colleague include a formative assessment: 

· A gauging student needs assessment before the first activity would allow students to reflect on their prior experiences and help them make connections to what they are learning. 

General Guidelines for Giving Constructive Feedback
· Focus on the positive. You should always try to start what you are saying with something positive, and if possible end with something positive. An example to start off is: I really learned a lot during…. or I liked how you…. 

· Constructive feedback is descriptive, rather than evaluative. When feedback is evaluative, the receiver tends to become defensive. I saw…. is descriptive. I think…. is evaluative. 

· Comments should be specific, rather than general. Give an example when possible. 

· The focus of the feedback should be on elements that the individual can change and that are relevant to desirable learning or performance. 

· Feedback is only good when it is well-timed. Give feedback as soon as possible after the event. 

· Limit feedback to two or three key comments. 

Using the Reviewing Toolbar to Give Feedback
Both students and teachers can use the reviewing tools in word processing software to help structure the editing process. With these tools, students or teachers can easily insert comments, track changes, highlight areas of text with color, save versions, and even send the edited file directly as an e-mail message. Revising becomes more of a challenging, exciting opportunity to improve quality rather than a time-consuming chore.

Use the reviewing toolbar to:

1. Insert comments to leave questions, comments, encouragement, or concerns in the appropriate location without changing the actual content of the document.

2. Highlight words for emphasis.

Track changes to make your edits visible to others. This feature can display all edits you make to the existing document, and allow another reviewer to accept or reject your proposed changes.

See the Intel® Education Help Guide, Word Processing Group 11: Reviewing Documents, for assistance in using the reviewing toolbar.
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