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How to use this tool
Follow these simple steps to successfully use this template



Tool:



You said, we did
Closing the feedback loop



Why use this tool
Now you have developed insights from your activities, it’s time to put what you’ve learnt into 
action, and to hold yourself to account by letting people know your plans



1.	 �In ‘You said,’ draw out the priority 
insights from your work and note 
them down in quote form. For 
example 



	� ‘We want more input in the 
development of new groups  
and services’



	� ‘It’s important that people using  
the service lead decision making’



	� ‘Crisis services here are not 
responsive enough - wait time  
on average is 2 days or more’



�2.	��In ‘What this means,’ note down  
the key opportunities for change  
or development, based on what  
you have heard.



3.	��In ‘We did’ note down the key  
actions that you are taking to  
address what you’ve heard. Make 
sure that the actions are SMART 
(Specific, Measurable, Achievable, 
Relevant, Time bound) 



4.	��In ‘Find out more’ let people know 
where they can go, or who they can 
contact to find out more about your 
plans, or the work itself.



�5.	�Share this document with all 
interested parties starting with those 
who participated in your work.



Step by 
Step



How: How to give feedback



Please print this out or type in the textboxes available. Do not edit the document.
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You said, we said
What you said:



What we did:



What this means:



How: How to give feedback
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