Level II

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.

360 Degree Feedback Tool for Level II Employees

 VA Healthcare Network Upstate New York

360 DEGREE FEEDBACK TOOL FOR LEVEL II EMPLOYEES

VA HEALTHCARE NETWORK UPSTATE NEW YORK

Level II – Work unit leaders, those who lead the work of a natural group of people, either temporarily (process improvement team leader) or as an ongoing role (foreman, section leader).

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
	· Effectively involves team members in building consensus; encourages employees to express their opinions, ideas and concerns and listens empathetically

· Uses negotiation skills to settle conflicts in the work group 

· Shares information readily 

· Invites contact and is easy to approach 

· Expresses ideas clearly in writing 
	________


________
________
________
________
	

	Customer Service
	· Recognizes employees who provide good customer service 

· Designs processes and procedures that are customer-friendly 

· Establishes mechanisms for ongoing customer feedback 

· Effectively addresses episodes of poor customer service 
	________
________
________
________
	

	Systems Thinking
	· Considers the impact on others before making changes to a work process 

· Helps staff to understand the context of their work and how it relates to the work of others 

· Creates a climate of collaboration rather than competition 
	________
________
________
	

	Flexibility/

Adaptability
	· Adapts supervisory style to individual needs of employees 

· Handles multiple projects and duties simultaneously, prioritizing as needed 

· Respects and deals effectively with others' fears of change 

· Fosters flexibility through cross-training and developmental work assignments 
	________
________
________
________
	

	Creative Thinking
	· Effectively conducts brainstorming sessions with a team 

· Fosters acceptance of creative ideas by others 

· Challenges assumptions and "the way we've always done it" 

· Encourages risk-taking and entrepreneurial behavior 
	________
________
________
________
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Name of Person Being Rated:  _______________________________________
                 

	Organizational Stewardship
	· Teaches and practices the mission, vision, and values of the organization 

· Takes responsibility for the physical and human resources of the work team 

· Leads team-based process improvement activities 

· Encourages diversity of opinions, experiences, and cultures 

· Stays abreast of changes in VA goals, objectives and initiatives 
	________
________
________
________

________
	

	Personal Mastery
	· Seeks feedback on supervisory/coaching skills from supervisees and peers 

· Encourages and supports the efforts of employees to develop and grow 

· Provides feedback and coaches employees on their development 

· Has a sense of own career options and preferences 

· Challenges self and staff to share lessons learned from events and actions 
	________
________
________
________
________
	

	Technical Skills
	· Explores environment for best practices and works to implement them 

· Supports and encourages employees in maintaining and upgrading skills and knowledge related to assignments 

· Involves staff in seeking to constantly improve work processes and outcomes 

· Seeks out learning opportunities in areas of professional interest 
	________
________
________
________
	


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: ______________________________________







