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Qualitative Feedback Guidance
What is a Tool
A Tool is a practical resource designed to support the completion of a specific action within a Rhythm. Tools are designed to be picked up and used as needed. They do not need to be completed in sequence or in full.
Tools make it easier to complete work consistently, regardless of who is completing a task.

Where This Tool Sits
This Tool supports the Project Monitoring Rhythm.
That Rhythm sits in the Project Monitoring and Reporting system.

When to Use This Tool
Use this Tool when you are preparing to have a conversation with the aim of collecting quotes and qualitative feedback.

How to Use This Tool
1. Read through the full Tool before you begin, so you understand the full context for the tool
2. Complete only the sections relevant to your context. Not every field will apply every time.
3. If you are unsure whether this is the right Tool for the task, check the parent Rhythm first.
4. Tools work best when progress, blockers and responsibilities are reviewed consistently and discussed openly.


Changing this Tool
Tools are the most flexible part of IPOS. You are encouraged to adapt them to fit your context.
When making changes, ask whether the adaptation makes the Tool easier to use consistently, or whether it removes something that exists for a specific purpose.
If a Tool repeatedly needs significant changes to be useful, that is worth noting, it may mean the Tool needs updating at a system level.





Key Outcomes
Fill in the following table with the key project outcomes you would like to evidence. Include a description of how this specific outcome may manifest in the context of your project. 
	Outcome
	What this looks like

	
	

	
	

	
	



Best Practice
Collect quotes intentionally, not opportunistically. The best quotes come from a planned 1-1 conversation with a specific participant, someone who has shown a clear change against one of your project's outcomes.
Where possible, take the conversation somewhere quiet, away from the wider group. Make sure the participant understands how their words will be stored and used and that you have their consent before you start.
Stay open to quotes coming from unexpected places, but don't count on it.

Great Quote Criteria
1. Grounded in the real world (using examples and the participant voice)
2. Demonstrates a change against an outcome
3. Connects that change to your project




Opening Questions
Adapt these to suit the participant and context.
1. How do you feel this project has affected your sense of [outcome]?
2. Can you give me an example of how your sense of [outcome] has changed since being part of this project?
3. How would you describe yourself the first time you came, compared to today?
4. What did things look and feel like before you joined? What's different now?
5. Is there a moment from this project that sticks with you, something that felt like a shift?
6. If you were explaining what this project has done for you to someone who'd never heard of it, what would you say?
What to do if you get short answers
Short answers are common. They don't mean the participant has nothing to say. They often mean the participant needs more time, or a slightly different question.
Try following up rather than moving on. A few approaches that work well:
	You Could Say
	Why This Works

	Can you tell me a bit more about that?

	Simple, open, and rarely feels intrusive


	What did that feel like at the time?

	Moves from fact to experience


	Can you give me an example of what that looked like, outside of this session?

	Grounds the outcome in a real-world example


	What was different about it?

	Useful when someone says something was good or helpful but hasn't said why



Sit with silence. Participants often fill a pause with more. Resist the urge to jump in with the next question straight away.
Reflect back what they've said. Repeating a word or phrase back to someone — "You said it felt lonely — can you tell me more about that?" — shows you've heard them and invites them to go further.
Lower the stakes if needed. If someone seems guarded, step back from outcome-focused questions and start with something simpler: "What do you normally get up to on a Tuesday?" or "How did you first hear about this?" A more relaxed conversation often finds its way to the good stuff naturally.
If the conversation consistently yields short answers, it may be worth revisiting your question framing, or considering whether a different participant might tell the story more fully.
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