Analyzing the 360-Degree Feedback

The purpose of this document is to guide you, the ratee, through the analysis phase of the feedback received from a 360-degree process.  The instructions here try to quantify the results of the feedback.  However, you are reminded that quantitative analysis is never as useful as the time taken to read the comments received from raters.  This is why it is vitally important that you request that your raters write comments for each question in the 360 survey instrument.

In General

Remember, the 360-degree process, as seen from the perspective of the ratee, is made up of 3 steps:

1.  Preparing for the feedback cycle (you should have already gone through this phase)

2.  Conducting the feedback process (you should have just finished this phase)

3.  Analyzing the feedback results and developing performance improvement plans (discussed here)

Conducting the Analysis

The analysis is made up of a two-phase process.  First, you must create the feedback report.  Second, you will use a specially designed spreadsheet to analyze the data on the feedback report.

Phase 1:  Creating the Feedback Report

1.  Log into the InfoPort with your user-ID and password, click the Local Applications tab, and the "Enter the 360-Degree Feedback System" link.

2.  Click the "View Your 360-Degree Feedback Results".  Your results should now be in a format that is quite readable and can be easily printed.

3. To complete the analysis, either print your feedback report, or keep the report on screen.  Remember, the results you get are others' perceptions of your performance and may or may not be valid.  Use this tool to gain insights into the areas where you need improvement and those that you need to continue to maintain.

Phase 2:  Analyzing the Data

To help you analyze your feedback results, a spreadsheet has been prepared that will allow you to enter the feedback you received and your own perceptions of your performance.  Then, the spreadsheet will provide an assessment that you can use to develop a performance improvement action plan.  The spreadsheet is located in the InfoPort under "Aids for Interpreting 360-Degree Feedback".  The file is "Feedback Analysis Worksheet".  Follow the instructions below to fill out the spreadsheet.

1.  Make a copy of the file shown above.  Store this file on your C: drive; do not keep this file on the network, and do not try to modify this file on the InfoPort.

2.  While in Microsoft Excel, bring up your copy of the spreadsheet "feedback-analysis.xls".  In the following steps, the term "sheet" refers to the specific Excel sheet.  Each sheet will be explained here and in the spreadsheet itself.  Click on the appropriate sheet and follow the instructions for each sheet.

3.  Aggregate Calculation Sheet.  The purpose of this sheet is twofold.  First, it allows you to enter your rating of yourself.  Second, it allows you to translate the percentages from the feedback report to a single aggregate feedback score.  This aggregate score will allow you to directly compare your single response to that of the rest of the raters.  To complete the form:


a.  For each question in Column A, you must provide a rating in Column B that reflects your own perception of your performance using the scale:



(1)  Always, or almost always



(2)  More than sometimes



(3)  Sometimes



(4)  Hardly ever



(5)  Never, or almost never


b.  In Columns C through G, insert the total number of responses for each response level (except for "insufficient knowledge to rate") that corresponds to the figures on the feedback report.  Once you have entered the number of responses for each response level, the spreadsheet will give a total in Column I and the aggregate score in Column K.  It is this aggregate score in Column K that is of the utmost interest to you.

For example, if a feedback report showed the following number of responses for the response levels in Question 1:


1 Always, or almost always: 6


2 More than sometimes:  3


3 Sometimes:  10


4 Hardly ever: 5


5 Never, or almost never:  5

then you would enter the following values in the spreadsheet cell shown:

# of Responses


Spreadsheet Cell

6



C4

3



D4

10



E4

5



F4

5



G4

The agregate score in K4 would be 3.  It is this score that you can compare to your own rating to see how closely your perceptions of your performance are to those around you.

4.  Feedback Analysis Sheet.  The purpose of this sheet is to allow you to view your ratings strictly from a quantitative perspective.  The analysis helps you identify where your own ratings agree or disagree with your raters.  It is vitally important for you to see yourself from the perspective of others, and to assess, if possible, why discrepancies occur between your raters' perceptions and your own perceptions.  A positive value in Column D, Discrepancies, indicates that your raters' perception of your performance is higher than your own self-assessment. A negative value in this column indicates that you believe you are stronger in that area than what is perceived by your raters. The smaller the value, the closer are the perceptions of you and your raters, which is a positive sign that you see yourself as others see you.

5.  Summary Feedback Sheet.    The purpose of this sheet is to allow you to see your strengths, areas for improvement, and areas where you disagreed with your raters by a significant amount.  The use of 1.5 as the cutoff point for strengths is somewhat arbitrary, but provides you with a clearly identified point of reference for discussion and further analysis.  When you and your raters both give you a value less than 1.5 in an area, that area is considered a strength.  When you and your raters both give you a rating greater than 1.5 in an area, that area is considered a weakness.  Discrepancies are those areas where you and your raters have a difference of opinion as to whether you are strong or weak in that area.  It is left to you to assess these discrepancies and determine whether that area is a strength or weakness.  This form begins to clarify exactly what items you need to work on and the items that require you to evaluate your own perceptions of yourself.

6.  Feedback Type Analysis Sheet.  The purpose of this sheet is to separate the feedback into the four feedback types or categories.  These feedback types are as follows:

Type 1:  Positive feedback you expected

Type 2:  Positive feedback you did not expect

Type 3:  Constructive feedback you expected

Type 4:  Constructive feedback you did not expect

It is vitally important that you recognize that Type 3 and Type 4 feedback are those areas where your raters have identified areas for improvement.  It is these two feedback types that will be used for creating a performance improvement action plan.

7.  Performance Improvement Plan Sheet.  This sheet is by default completely empty except for the column headings.  The purpose of this sheet is to give you the opportunity to develop a performance improvement action plan.  On this sheet, you should:


a.  List in Column A the areas where you need improvement as shown in previous sheets.


b.  List in Column B the goals you wish to attain that will improve this area.


c.  List in Column C the objectives or actual tasks you need to accomplish to reach your goals.


d.  List in Column D the deadlines for each objective identified.

After identifying your areas for improvement, and listing goals and objectives to improve those areas, you have the framework for a performance improvement action plan.

For Help…

If you need assistance during this analysis process, a pool of coaches has been established to provide unbiased counseling.  Below is the list of coaches that have taken a special course on 360 coaching.  These folks have agreed to take their time to help anyone needing assistance with any aspect of 360, especially the review of the feedback.  You may select any of these individuals, but should be careful not to select an individual in your line of supervision.

Maj. Kenneth Koebberling

Betty Harmon

Brent Smith

Charles Yanov

Randy Campbell

Joanna Black

Julia Ramey

Kenneth Shafer, JR

Kim Johnson

Lisa Mullen

Michael Rivera

Norman Spero

Ricky Hammond

Ron Keeney

Tommy Plummer

Sandy McCallister

Stanlee Rosenblatt

Susan Dearnell

