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Great leaders and managers aren’t born. 
They learn how to be great.

And organisations rely on great leadership and management teams
in order to be successful.

Chances are, you already know this. That’s why you’re gathering
resources: to launch a leadership and management career with
impact.  

Whether you’re getting started, finding your feet, or ready to put your
hand up for your first leadership or management role, formal training
can help fast-track your career.  

It can also bolster your confidence. 

Swinburne Edge’s leadership and management courses are designed
to help you go further, faster. Is this the moment you take charge? 

Get started practicing industry-benchmark supervision skills with
this Five-Step Feedback Model, a tool for you to keep and rely on
throughout your career. 



The purpose of feedback is to: 

share an observation 
reinforce something you want done more 
reinforce something you want done less 
develop and grow your people.

We’ve all experienced feedback which hasn’t been delivered in the best way.
Keep the following rules in mind to ensure your feedback is effective. 
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Feedback

To be an effective supervisor, you must be able to give and receive feedback
effectively. You have an obligation to lead, and feedback is an essential daily
tool you need to be comfortable with. 

Whilst this should be a given, the truth is most people are not always
effective when it comes to the delivery feedback. Why? Not enough time, too
busy, easier to just do it myself, they won’t listen, they won’t understand, I’m
nervous they’ll take it the wrong way, what if they come back at me…

[Video Camera Rule] [2 minute Rule] [Observation Rule] [Truth Rule]

People need to be able to picture
what you’re talking about. Be
specific and give examples.
Clearly describe actions or
behaviours so that the recipient
can accurately recall. Give clear
examples of what has been done
right and what areas need
improvement. 

People link feedback to behaviour
if delivered promptly. It's more
effective to give feedback when an
action or behaviour happens or
shortly thereafter. You won’t
always be able to give feedback
within 2 minutes of course but
make an effort to give all feedback
in a timely manner.

What we see needs to be expressed
with positive intent. Constructive
feedback strengthens working
relationships when the overall
intent is positive. Are you genuinely
trying to help your team member or
are you more interested in
establishing how much you know
about a particular task?

When you tell people the truth, you
do people a favour. It takes courage
to tell the truth, particularly if you
are providing feedback that
someone may not wish to hear. Give
feedback in a clear, straightforward
and sincere manner. 

4 RULES TO APPLY FOR FEEDBACK
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Developmental feedback 
Just as structure adds meaning to credible praise, structure will also
assist giving developmental feedback. Using a feedback model is a
powerful way to ensure that conversations about performance stay
on track and deliver a joint commitment to action. 

State or share your
observations

Describe the impact

Discuss your
observations

Follow up

Explore and agree on
future behaviour



STEPS DESCRIPTION

Step 1 

Share your
observations

state what you have observed
observations can be either positive or negative
explain how you are feeling about the delivery of the feedback
focus on ‘behaviours’ not judgements or conclusions.

Step 2 

Describe the impact 

describe why this conversation is important
state the impact of the behaviour – this could be either positive or
negative
explain who/what has been impacted by the person’s behaviour.

Step 3 

Discuss your
observations

explore the issue
explore reasons for the behaviour
seek the other person’s perspective
be open to considering the issue differently
aim for a 2-way discussion with more time spent listening than
talking.

Step 4 

Explore and agree on
future behaviour

seek agreement on the need for change
explore possible changes in behaviour
agree on a course of action
seek commitment to the changes.

Step 5 

Follow-up

follow-up to ensure agreed changes are actioned
evaluate results
acknowledge efforts made by both parties
celebrate success.
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The 5-Step Feedback Model
This model can act as a tool to help supervisors navigate and control
feedback conversations. 



STEPS STATEMENTS, QUESTIONS AND KEY POINTS

Setting the scene

I would like to share, my observations/some feedback with you.
How do you feel about me giving/offering you feedback?
How do you feel about us having/me requesting this conversation?
What areas of your work would you like to discuss?
What do you hope to get out of this conversation?
This discussion might feel a bit awkward/uncomfortable and I believe it’s
worth having. (frontloading)
Would you like me to share my observations/views with you?
(frontloading)

Step 1
Share your
observations

How do you think/feel you have been going with (task/role)?
What are the key issues for you with (task/issue)?
From my point of view, I have noticed that …

Step 2 
Describe the impact 

From my perspective the impact of your behaviour has been as follows...
Your actions have had the following impact on me/the team/the
organisation.
I have noticed that you… which causes/creates… 

Step 3 
Discuss your
observations

How do my observations fit with your understanding of the situation?
What is your understanding of the situation?
This is how I feel about this issue.
How do you feel about the feedback I have given you?
What else do you think we need to assess/consider/discuss to
Understand the situation clearly?
Is there anything else we should take into account/consideration?
Can you understand/see/appreciate my/the customers/your colleague’s
point of view?
If you could do it over again, how would you respond/act?
Key Points:
Aim to spend more time listening than talking.
Spend time exploring the issue(s).
Use silence as a means for reflection.
Be open to different perspectives.
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The 5-Step Feedback Example Statements
The table below provides example statements and questions that can be
used at each stage of a feedback conversation.



STEPS STATEMENTS, QUESTIONS AND KEY POINTS

Step 4
Explore and agree on
future behaviour

What do you believe we/you should do to address the situation/go
forwards?
Where do you see a need to change/improve the way things are done?
What should we/you do next? By when?
What is the ideal outcome?
What is working for you? What do you need/what to change?
is what we are agreeing/what I am asking for realistic? Are you prepared
to do it?
How will you make sure that this (agreed action) happens?
How confident/committed are you that what we have agreed will happen?
On a scale of one to ten how committed are you to making these
changes?
What seems to be the main obstacle/your hesitation?
If this option/plan does not work out what will you do? (plan B)
What help/support do you need from me to make this happen?
How will you know when you are there/have achieved the agreed result?

Step 5
Follow-up

How have you been progressing with (issue)?
My observation is as follows…
The impact of the changes you have made are the following…
What has happened since we last spoke (about issue)?
What has helped you improve/got in the way of improving the situation?
Why do you think this is still an issue?
How will (whatever actions have been agreed) work?
What are you going to do differently to achieve the results this time?
How will we know when you have achieved this action?
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The 5-Step Feedback Example Statements
The table below provides example statements and questions that can be
used at each stage of a feedback conversation.



STEPS YOUR NOTES

Set the scene

Step 1
Share your
observations

Step 2 
Describe the impact 

Step 3 
Discuss your
observations

Step 4
Explore and agree on
future behaviour

Step 5
Follow-up
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The 5-Step Feedback Model
Prepare some developmental feedback you wish to give a team member.
Use the 5-step feedback model to provide the feedback.
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New Supervisor

two-day course 
delivered Live Online 
learn about your personal leadership and communication style, gaining a greater
awareness of how to manage your team  
perfect for new or inexperienced supervisors and managers in any industry to
navigate the transition from team member to take-charge leader. 

Register Now

Swinburne Edge courses can boost your leadership and management
career. Enrol now and go further, faster.

Leadership Development Program

one-day short course 
delivered Live Online
examine what it takes to be a credible and effective leader
learn how to motivate yourself and others, as well as give feedback
perfect for professionals who are starting out on their leadership journey and
seeking to gain a stronger sense of themselves as leaders as they develop their
careers. 

Register Now

Emotional Intelligence Training 

one-day course 
delivered Live Online 
equip yourself with a practical toolkit to help regulate, control and understand
your emotions and those of others 
ideal for anyone who wants to improve their human-centred skills to achieve more
in the workplace. 

Register Now

BSB50420 Diploma of Leadership & Management

six to eight months 
nationally accredited course 
delivered Live Online in accelerated study mode 
gain the essential knowledge to lead and communicate with your team, implement
an operational plan and a model of continuous improvement, and develop your
personal effectiveness.

Enquire Now

https://www.swinburne.edu.au/course/short-courses/new-supervisor/?seid=ch_email%7Cb2cleadgen24%7Csrc_campmntr%7Caud_bbcv%7Cnotapp%7C224
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Your career, your choices. 
Back yourself and invest in your growth.

Your career, your choices. 
Back yourself and invest in your growth.

Following us on LinkedIn
to build your toolset

Follow Now

Email
edge@swinburne.edu.au

Contact Us

Explore your
opportunities

Search Now

Call us on 1800 633 560
and speak to our 

experienced team

Speak with Us

tel:1800633560
mailto:edge@swinburne.edu.au
https://www.linkedin.com/showcase/swinburne-edge/?viewAsMember=true
https://www.swinburne.edu.au/swinburne-professional/professional-development/
tel:1800633560

