Instructions for Conducting a 360-Degree Feedback Process

The purpose of this document is to provide you, the ratee, with the instructions necessary to conduct a 360-degree feedback process.  This is part 2 of a three part series of instructions for ratees participating in the 360 process.

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 (this will be covered in this document)

3.  Analyzing the feedback results and developing performance improvement plans

Conducting the 360 Process

1.  You should have already read the document "Preparing for the 360 Process" and have followed the steps outlined in that document.  If not, please refer to that document before continuing.

2.  You should now have your pool of raters ready to complete the survey instrument.  If not, please refer to the above-mentioned document for details on how to develop this pool.

3.  You should have established the beginning and ending dates during which you wish to receive feedback.

4.  Send an e-mail to your rater pool informing them of the following:


- Your feedback instrument is ready for them to provide their feedback


- The feedback period you decided upon and your InfoPort user-ID


- Instructions on how to provide the feedback


(A sample e-mail has been provided at the bottom of this document for your use)

First, let them know that you are ready to receive their feedback, but only during the rating period you have determined.

Next, let them know how to give the feedback.  To do this they should follow these steps:


Step 1:  Open their favorite browser and go to the InfoPort portal at:

http://lrh22.lrh.usace.army.mil/pls/infoport


Step 2: Have them register for the InfoPort to get a user-ID and associated password, or they can simply access the InfoPort with the user-ID and password below:

User-ID:  rater360

Password:  rater360


Step 3:  Click on the Local Applications tab and then click on the "Enter the 360-Degree Feedback System" link.


Step 4:  Click the "Provide Your Feedback to a Ratee" and then have them enter your InfoPort user-ID.

The form is a browser-based instrument. Your raters should make their selections as with any other Windows program.  Each question will have a multiple-choice selection (refer to the document "Preparing for a 360 Process") and a box for open-ended comments.  Raters should be encouraged to provide comments for all questions but especially those where they give either very high or very low marks.

The survey instrument also provides three boxes at the end that will allow a rater to provide feedback on those characteristics they believe the ratee should start or begin, those they believe the ratee should keep, and those they believe the ratee should stop.

After answering all questions, the rater should click the "Finish and Save My Responses" button at the bottom of the instrument.

5.  Sit back and let your raters provide their feedback.

6.  Although you must provide your own feedback on your performance, do not use the electronic form discussed here to give your own feedback.  This will be done during the analysis phase of 360 and will be discussed in the next part of this series, " Analyzing the Results of a 360-Degree Feedback Process."

7.  Finally, at the end of the rating period which you selected, you must log into the InfoPort, click on the Local Applications tab, click the "Enter the 360-Degree Feedback System" link, and click on the "End Your 360-Degree Feedback Process".  This closes the feedback process and will prevent any further feedback.  The next time you start a 360-degree feedback process, the current responses will be deleted.

If you have any questions regarding this, please feel free to call me (Michael Rivera) at (304) 529-5927.

In the following sample e-mail, please make all substitutions where necessary.  You should put in your InfoPort user-ID, start date, and end date.  Look for these entries enclosed in <> brackets.

Beginning of Sample E-mail ---------------------------------------------------

Dear raters,

You can now begin providing me with your feedback on my performance.  As I mentioned in my earlier e-mail, I highly value your feedback as a means to improve my personal performance.  I wish to let you know that I in no way can see your individual feedback, seeing only an aggregate of all the feedback I receive.  So, please provide your honest feedback—the good and the bad.

You can provide your feedback only during the following time period:


<start date> through <end date>

Below are the instructions on how to give me your feedback.  To do this, you will need my user_ID.  My user_ID is:

<your user_ID like riveram>

Although your ratings are very important, I encourage you to write comments for each question regarding my performance.  These comments are often more valuable to me than even the ratings.  Again, please be open and honest.

After receiving your feedback, I will be performing an analysis of the feedback results.  From this, I will prepare a performance improvement action plan that addresses those areas you perceive I need to work on.  So rest assured that your feedback will translate into performance improvement.  But I can only do this with your input.

If you have any questions about the process, please feel free to contact me or Michael Rivera in IM at (304) 529-5927.

Regards

Instructions for Providing Feedback

You can fill out the survey from your PC.  The process will take no more than 10 or 15 minutes and your feedback is 100% anonymous.  However, if you feel that someone could track you by your network login, or you would be more comfortable not logging in as yourself, login into the network with the user-ID of 360rater and the password of 360rater.  This account is limited to completing 360 surveys only.  Once logged in, follow these steps:

Step 1:  Open your favorite browser and go to the InfoPort portal at:

http://lrh22.lrh.usace.army.mil/pls/infoport

Step 2: Register for the InfoPort to get a user-ID and associated password.  If you don't want to do all this, you can simply access the InfoPort with the user-ID and password below:

User-ID:  rater360

Password:  rater360

Step 3:  Click on the Local Applications tab and then click on the "Enter the 360-Degree Feedback System" link.

Step 4:  Click the "Provide Your Feedback to a Ratee" and then enter my InfoPort user-ID.

The form is a browser-based instrument. You should make your selections as with any other Windows program.  Each question will have a multiple choice selection and a box for open-ended comments.  I encouraged you to provide me with your comments for all questions, but especially those where you give either very high or very low marks.

The survey instrument also provides three boxes at the end that will allow you to provide me with feedback on those characteristics you believe I should start or begin, those you believe I should keep, and those you believe I should stop.

After answering all questions, please click the "Finish and Save My Responses" button at the bottom of the instrument.  That's all there is.

