Introduction        
It is the assessor‘s responsibility to “provide information and feedback to Learners” QQI Quality Assuring Assessment Guidelines for Providers, Revised 2013, (Section 3.1.2, p 8)
The following steps may be useful to you in giving feedback to learners.

Step 1: Refer to your provider’s quality assurance agreement
Refer to the fair and consistent assessment of learners section of the quality assurance agreement, specifically the procedure on feedback to learners.
Step 2: Plan feedback

Feedback to learners is an ongoing process and can happen in many ways. In accordance with your provider's quality assurance agreement, specific, formal feedback to learners may be required as part of the programme assessment plan. 

Each provider will have different procedures in place for planning assessment; it is useful to consider the following:

When and how often will feedback be given, for example:
• After each assessment has been marked? 

• At the end of a section of work? 

• At specific times during the programme?

How and in what format will feedback be given, for example:
• Written comments on learners’ work?

• Formal written feedback using a template?

• Learner self-evaluation? 

What? - Check your provider's quality assurance agreement, specifically the procedure on feedback to learners, and with your centre management to determine what feedback needs to be given and what needs to be documented to prove that feedback to learners was implemented

Where? - Find out what arrangements your provider has in place for giving appropriate feedback to learners, for example: 

• Classroom based
• Group meetings
• Individual meetings
Step 3: Give feedback to learners 

All learning is positive and learners should be encouraged to be proud of and value all of their learning. When giving feedback:
• Use positive language

• Identify and note strengths

• Give specific feedback, with examples or direct references

• Use assessment criteria and marking schemes to help you to give objective feedback and to suggest specific options for improvement 

• Provide feedback in a timely manner 

Step 4: Learner involvement 

Many providers require learners to confirm that they have received (or had the opportunity to receive) timely and constructive feedback on their assessments, according to the assessment plan.  Learners should be kept informed of the procedures in place.

Step 5: Record and document the agreed feedback

Many providers have developed specific systems and/or documentation for recording feedback to learners, for example:

• Learner questionnaires

• Teacher/learner meeting schedules

• Feedback sheets/templates   

Use the procedures and documentation required by your provider's quality assurance agreement, section on feedback to learners, to ensure appropriate documentation is used to record feedback. 

