Level I

360 Degree Feedback Tool 

VA Healthcare Network Upstate New York

Process Overview

· The 360 Degree Feedback Tool is a simple and flexible developmental tool for providing candid feedback to Network 2 employees on their core competencies.

· The core competencies were derived from the High Performance Development Model (HPDM).

· The process is driven by the employee being assessed.  She/he is responsible for selecting a neutral third party for collecting and collating responses, and then reviewing the results with her/his manager or supervisor who is an active partner in the development process.

· To complete the 360 degree process and maximize the benefit to the employee and organization, the employee is encouraged to review the results with subordinates (as applicable) and selected peers to clarify issues and ensure that effective actions are developed and taken to improve her/his competencies.

Instructions to the Employee Being Assessed
1. Select a neutral third party to collect the responses, calculate the average score for each core competency and transcribe the narrative comments.

2. Obtain the 360 Degree Performance Forms and distribute them to a combination of subordinates*, peers and your manager or supervisor.  As appropriate, the form may also be sent to customers, suppliers, etc. whose input would be considered valuable.  Feedback from a minimum 10, maximum of 20 people is recommended.

3. Complete a self-rating, and send that form to your manager or supervisor.

4. Meet with your manager or supervisor to review the summary report and discuss development actions when all the inputs are received.

5. It is recommended that you meet with your subordinates and/or peers to review the results of your 360-degree review and discuss appropriate follow-up actions.

*It is recognized that not all positions have others reporting to them in the role of subordinate.  This level is optional only in those cases.

Assessor Instructions

1. Rate the employee on each of the Performance Criteria listed for each behavioral criteria, placing a number in the box to the right.

2. Rating Options:


     • Use whole numbers or decimals: 3, 3.5, 2.5, 4, etc.


     •  If you cannot rate an item, simply leave it blank.  It is, however, better to reflect a gut feeling than leave a blank.
3. Comments are the single most valuable part of the process.  Everyone can improve.  What are the one or two things this employee can do to be even more effective?

4. Your specific responses will be sent to the third party identified in the cover memo.  She/he collects all forms, collates the ratings and transcribes comments.  Individual responses remain confidential and anonymous.
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Level I – Frontline staff, those who do not supervise others.

Name of Person Being Rated:  ______________________________________
                 Date: __________________________

	Rating Scale
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                   |--------------------                ----------------------------------|------------------------------------------------------|------------------------------------------------------|------------------------------------------------------|

             Significant Development Need                                                                                                                                                                  Outstanding Strength


	Core Competency
	Behavioral Criteria
	Rating
	Avg.

	Interpersonal Effectiveness
	· Expresses thoughts, ideas, and concerns clearly

· Gives courteous, accurate and complete responses; avoids jumping to conclusions

· Listens attentively to others without interruption 

· Keeps commitments

· Treats all employees with respect regardless of their level, personality, culture, or background
	________
________
________
________
________
	

	Customer Service
	· Courteous in all interactions with patients, visitors, and co-workers 

· Highly responsive to requests for help, information and services 

· Listens to concerns of customers and resolves complaints and concerns effectively and promptly 

· Seeks to go beyond what the customer requests and do something extra to be helpful 

· Assists customers in making informed decisions
	________
________
________
________
________
	

	Systems Thinking
	· Able to explain how one's work contributes to organizational mission 

· Understands the roles and responsibilities of others in one's work group 

· Acknowledges that sacrifices may need to be made in some areas in order to improve overall performance 
	________
________
________
	

	Flexibility/

Adaptability
	· Willing to learn new procedures and technology 

· Open to ideas different from one's own 

· Looks for better alternatives to "the way we've always done it"
	________
________
________
	

	Creative Thinking
	· Demonstrates the willingness and capacity to resourcefully meet internal or external customer needs on the spot 

· Tries different ways of accomplishing a task 

· Suggests ways to improve quality and efficiency 

· Seeks and listens to the ideas of others 

· Generates new ideas
	________
________
________
________
________
	

	Organizational Stewardship
	· Understands the mission, vision, and values of the organization and acts accordingly 

· Speaks favorably of the organization and its people, both at work and in the community 

· Provides support to fellow employees in accomplishing mission 

· Takes initiative to seek and suggest improvements in how work is done 

· Builds an atmosphere of trust by being trustworthy 
	________
________
________
________
________
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Name of Person Being Rated:  _______________________________________
                 

	Personal Mastery
	· Takes time to plan each day's work 

· Participates in training and other self-development activities 

· Participates in evaluations of self, others, and the organization 

· Demonstrates improvement in behavior and skill as needed 

· Invests in personal development and growth 
	________
________
________
________
________
	

	Technical Skills
	· Performs accurate work in a timely and efficient manner 

· Maintains knowledge and skills through continuing education, journals, and practice 

· Takes responsibility for safety and high quality in the workplaces.
	________
________
________
	


Comments - Use this space to amplify or clarify a rating on other side, and/or make any other comment you believe will be helpful in making the leader even more effective.

RETURN THIS FORM TO: ______________________________________







