Instructions to Prepare for a 360-Degree Feedback Process

This document was prepared to help an individual participate in the 360-degree feedback process as a ratee—that is as the individual getting feedback from their peers, supervisors, subordinates, suppliers, customers, etc.  This document is the first part of a three-part series that guides a ratee through the steps required to get and use feedback.  The other two parts, "Conducting a 360-Degree Feedback Process" and "Analyzing the Results of a 360-Degree Feedback Process" are available on InfoPort (http://lrh22/pls/infoport).

This document, along with the sequels mentioned above, is intended to be merely a "cookbook" for helping the ratee get the feedback they need.  Further details about 360 can be obtained from the InfoPort.

In General

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

1.  Preparing for the feedback cycle (this will be covered in this document)

2.  Conducting the feedback process

3.  Analyzing the feedback results and developing performance improvement plans

Preparing for the Feedback Cycle

1.  Identify the individuals you believe could give you relevant feedback.  Use the listings below to guide you in your selection.  Try to pick the number of raters from each category as shown in the tables.

If you are not a supervisor:

Rater Category




Quantity

Same-Level Peers



6

Customers




7

Yourself



1

Your Immediate Supervisor


1

Your Senior Rater



1



Total:


16

If you are a supervisor:

Rater Category




Quantity

Same-Level Peers



4

Customers




4

Subordinates (Multi-Level)


5

Yourself





1

Your Immediate Supervisor


1

Your Senior Rater



1

Total:


16

Please note that these are merely guidelines.  The key factor in selecting a rater is to select someone that can provide relevant and honest feedback about your performance.  You may not be able to find 15 other people to give you feedback, but select people that can provide you with valuable feedback.

2.  Verify that you have identified at least 8 raters (other than yourself).  The validity of the feedback will be questionable if fewer than 8 raters are selected.

3.  Notify your raters by some means that you would like them to provide you with their feedback.  E-mail is the preferred method since this allows for the most freedom for raters to opt out of the 360 process if they so choose.  A sample e-mail is shown at the end of this document.  Please modify as needed.

4.  When you have selected your raters, log into the InfoPort at http://lrh22/pls/infoport.  If you have never registered for the InfoPort, do so at this time.  If you have already registered, just log into your home page.

5.  Once logged in to InfoPort, go to the Local Applications tab.  Click on the Enter the 360-Degree Feedback Process link.

6.  To start a 360-degree process, click on "Start a 360-Degree Feedback Process".  That's all!  You are now ready to let others give you their feedback.  You may end the feedback process whenever you wish.

7.  Finally, contact your raters and let them know that they can now provide their feedback.  It would be a good idea to let them know how long you plan to leave the process open for their input.

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

As you may or may not know, I have volunteered to participate in a 360-degree feedback process. Remember that 360 is a way of obtaining useful feedback from those around us regarding their perceptions of our personal performance on the job.  Since we have worked together for some time, I have come to value your insight into how you perceive my performance.  I do not expect you to know everything about me, but you have perceptions about me that I Highly value and need in order to improve my performance in the future.

As a person whoes opinion I value, I would appreciate it if you would agree to take just a few minutes to complete a short survey concerning my performance that addresses the issues of work competence, ethics, communications, team building, customer focus, and leadership.  The survey is in an electronic, browser-based form that should take you no more than 15 minutes to complete.  (I have provided a copy of the survey questions at the bottom of this message for your review.)  If you feel uncomfortable giving me your feedback, please let me try to address your concern.  The feedback you give is solely for my use—no one else will know what you said.  Even I get to see only an aggregate of the data from all of my raters, so I will not be able to tell what you said specifically.

I value what you think of me and I know this is asking for something a bit out of the ordinary.  But if I am to improve my personal performance, I need to hear what others think of me.  I need honest feedback that, I know in some instances, may hurt—but go ahead, I'm rather thick-skinned.

If you still do not wish to participate, no problem.  Just let me know as soon as possible.  Nonetheless, I hope that you will recognize my need for your input and that you would take the time to complete the survey.

If you will participate in giving me feedback, I will be sending out instructions on how to complete the survey shortly. If you have any questions, please call me. 


Huntington District 360 InstrumentPRIVATE 

The following 360-degree feedback instrument will be used in the Huntington District deployment.  All questions in the instrument use the same rating scale as shown below.  Each question will also have space to provide textual comments associated to that question if the rater so chooses. 

Rating Scale

(1)  Always, or almost always

(2)  More than sometimes

(3)  Sometimes

(4)  Hardly ever

(5)  Never, or almost never

---  Insufficient knowledge to rate

INSTRUMENT

WORK COMPETENCE

The ratee--


1.
Demonstrates competence and expertise in their area of responsibility.


2.
Efficiently uses resources to accomplish goals.


3.
Uses sound judgment and rationale in making decisions or solving problems.


4.
Meets deadlines.


5.
Seeks continuous process improvement in their area.


6.
Practices and promotes safety in all aspects of their job.

ETHICS

The ratee--


7.
Is ethical and committed to doing what is right.


8.
Treats others similarly without regard to sex, race, age, religion, national origin, union affiliation, etc.


9.
Viewed as a trustworthy individual (e.g., honest, follows through on commitments, etc.)

COMMUNICATIONS

The ratee--


10.
Encourages open and honest communications. 


11.
Communicates in a clear, concise manner.


12.
Is accessible and easy to approach and talk to.

TEAM BUILDING

The ratee--


13.
Deals with others in a professional manner.


14.
Approaches conflicts or disagreements in a fair and rational manner.


15.
Works with team members to effectively accomplish the mission.

CUSTOMER FOCUS

The ratee--


16.
Regularly seeks feedback from their customers.


17.
Consistently seeks to satisfy the customer by providing quality products and/or services that meet the customer's needs.


18.
Seeks to market products and services to both internal and/or external customers.

LEADERSHIP

The ratee--


19.
Leads through example.


20.
Creates strong morale and spirit in their team.


21.
Actively supports and promotes the vision and goals of the District.


22.
Accepts and promotes positive change within the organization.


23.
Treats people as individuals.

KEEP, START, AND STOP CHARACTERISTICS

The ratee should KEEP the following characteristics which enhance their performance.


The ratee should START developing the following characteristics which lead to performance improvement.


The ratee should STOP the following characteristics which are detrimental to their performance.

End of Sample E-mail -----------------------------------------------------------

