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THE ANATOMY OF SUCCESSFUL FEEDBACK CONFERENCING 
Presenter:  Marjori Krebs

Master Teacher Seminar:  Tuesday, 26, 2016
DISCUSSION AND ACTIVITY GUIDE

I.  Introduction:  You are your student’s TEACHER at your worksite.  

    Partner Discussion:  Think about your early work experience.  Who was your 

TEACHER?  What do you remember about specific lessons learned, mistakes you made, feedback you received, the work you put in?  Try to put yourself into the world of your student for just a moment.  Share with a partner.  Jot some notes here:

II.  IN PREPARATION FOR FEEDBACK/CONFERENCING:  Giving Feedback to My    Student:

My Student’s Strengths:

1.

2.

3.

4.

5.

Choose one area from your list above and write specific observable behaviors you have seen your student do successfully.  For example: 

For Strength:  Takes Initiative.  

You might write:   “Saw that the play area was a mess and picked up toys and wiped off 

tables.”
For Strength:  Dresses Appropriately and Professionally.  

You might write:  “Wears jeans that are appropriate with no holes, shirts are clean and have no 

inappropriate slogans.  You represent our organization well.”
1.

2.

3.

4.

5.

My Student’s Areas in Need of Improvement:

1.

2.

3.

4.

5.

Choose one area from your list above and write specific observable behaviors you have seen your student do that you want to see improved and give a suggestion for improvement.  For example: 

For Area in Need of Improvement:  Arrives Late to Work. 
 You might write:   “You are expected to arrive to work at 8:30 am and arrived 2 times last 
week at 8:45 am.  Suggestion:  Set your alarm 30 minutes earlier on days you are to be here.  If 
an emergency arises or traffic is bad, call ahead and let us know.”

For Area in Need of Improvement:   Uses Cell Phone at Inappropriate Times.  
You might write:  On Wednesday, texting on cell phone during staff meeting.  On Thursday, 

was on cell phone when you were supposed to be supervising children on the playground.  

1.

2.

3.

IV.  The Feedback/Conference:  
A. Be loyal to your “appointment.”  Try not to reschedule at the last minute.  Your student 

will be anxious anyway.  Having to put it off for another day will add to his/her stress.
B.  Make sure you have ENOUGH time
C.  Prepare YOURSELF.  Get rid of distractions.  Turn cell phones off.  Be 

sure all other students and staff are OUT of the room.  
           D.  Have comments prepared.  Know what the students strengths are.  Be specific in your 

feedback.  

E.  Questions to begin—Just ask questions and LISTEN—and take notes.  Try not to get 

      defensive or interrupt.  You will have your turn.  
a. How do you think experience is going so far?
b. What parts of your work are going well?
c. Are there areas that you are unclear about?
d. What do you think about the responsibilities you have so far?  
 Other questions:  

3. Now it’s YOUR TURN to give feedback:

a. ALWAYS begin with the POSITIVES—give at least 3.

b. Be very specific with your feedback and give specific details and even direct quotes and specific observations (like the ones you recorded above) to illustrate the “evidence” you collected.  Try to stay away from general comments like, “You are doing okay.”  
c. Be OBJECTIVE.  Try not to say things without evidence.  Specific examples are very powerful.   

d. Read directly from your notes to show that you take this conversation seriously and you took the time to prepare. 
e. Ask your student what areas he/she thinks about your suggestions.  

f. Ask in what areas he/she thinks are areas where he/she needs extra guidance or support or direction. 

g.  If you have a formal, written evaluation system, BE SURE you and your student get a copy of the evaluation.  

