Delivering 180-degree or 360-degree Feedback

Use this template to deliver feedback to an individual after a 180 or 360-degree feedback exercise. 
The template should be used as follows:

1. Collate the feedback.

· Enter the individual’s own self-assessment rating for each competency from their completed questionnaire.
· Calculate the average feedback score for each competency, excluding the person’s own rating (sum of all ratings/number of ratings) and enter these, along with the highest and lowest score given for each (again, excluding the person’s own score).
· Fill in the number of responses for each competency where the respondent actually provided a rating. Do not count those who said they were unable to rate.

· If you are performing this exercise for a large number of employees, once you have figures for a sufficient number of an individual’s peers, you should be able to calculate an average score across all of them for each competency to give a peer norm for the organisation. This should be worked out from each person’s average feedback score, not including their own self-assessment score (sum of average ratings per competency/number of peers included). Fill this column in last, for each competency. This may not be possible if the individual has a very small number of peers with whom comparison will be relevant, or none at all. If you are only performing the exercise for an individual or a small number of employees, perhaps speak to your HR department or another senior person who may have access to data from previous exercises done within the organisation, to get peer norm figures.
· List useful additional feedback comments on a separate sheet.
2. Deliver the feedback.

· Think carefully about how you will communicate the feedback to the individual. Feedback should be given as soon as possible after it has been collated. 

· If you intend to hold a meeting to discuss the feedback, it may be helpful to give the individual a copy of the report prior to the meeting, to allow them time to reflect and formulate any questions. 

· Feedback should be delivered sensitively, and the individual encouraged to consider the results in terms of positive development opportunities. 

· Consider what may be needed as a follow up to the meeting, e.g. creating a development plan and agreeing next steps with the individual. Helping Others Use Constructive Feedback may help with this, and the attached Good Goal Setting Worksheet is also a useful tool.
The template is adapted from Table 7.3, Manuel London, Job Feedback (Psychology Press, 2010) p95.

360-degree feedback report for [enter name]
Below are the results of the recent 360-degree feedback exercise undertaken on your behalf. This information is provided for your assistance in identifying areas for personal and professional development. The information which is provided is as follows:
· Self Rating: this is the score you assigned yourself for each competency.

· Feedback: these are the average, highest and lowest scores given by the feedback providers.

· Number of Responses: this is the number of people who felt qualified to rate this specific competency.

· Peer Norm: this is the average score given to your peers across the organisation, and can be directly compared with the average feedback scores.
	Competency
	Self-Rating
	Feedback
	Number of Responses
	Peer Norm

	
	
	Avg
	High
	Low
	
	

	Communication


	

	Shares information widely and does not withhold information from others.
	
	
	
	
	
	

	Actively listens and is receptive to others’ opinions and points of view.
	
	
	
	
	
	

	Stays focused and is easily understood in conversation.
	
	
	
	
	
	

	Encourages dialogue in an open and direct way.
	
	
	
	
	
	

	Problem-solving and decision-making 


	

	Gathers information from a range of sources before making a decision.
	
	
	
	
	
	

	Focuses on the key issues of a problem and does not get bogged down in unnecessary detail.
	
	
	
	
	
	

	Can apply new ways of thinking to existing problems.
	
	
	
	
	
	

	Considers the impact and implications of a decision before taking action.
	
	
	
	
	
	

	Organisation and time management


	

	Is able to manage competing priorities effectively.
	
	
	
	
	
	

	Meets deadlines and obligations on time.


	
	
	
	
	
	

	Delivers well in stressful or time-pressured situations.
	
	
	
	
	
	

	Has a methodical and structured approach. 


	
	
	
	
	
	

	Team working


	

	Works as an effective member of the team, and ‘pulls his/her weight’.
	
	
	
	
	
	

	Is willing to pitch in and help other members of the team.
	
	
	
	
	
	

	Willingly shares own knowledge and expertise with team members; does not ‘protect’ own territory.
	
	
	
	
	
	

	Shares credit and recognition with the rest of the team.


	
	
	
	
	
	

	Continuous improvement


	

	Is adaptable and willing to work with new systems and processes.
	
	
	
	
	
	

	Does not resist the ideas of others.


	
	
	
	
	
	

	Actively seeks and promotes new ways of working. 
	
	
	
	
	
	

	Strives for innovation even when this may prove unpopular.
	
	
	
	
	
	

	Customer focus 


	

	Establishes and maintains effective relationships with customers and earns their trust and respect.
	
	
	
	
	
	

	Has a well-developed, customer-focused mind set and acts with customers in mind.
	
	
	
	
	
	

	Strives to present a professional image in customer communications and provision of service.
	
	
	
	
	
	

	Shows a willingness to handle customer criticisms, complaints and/or special requests.
	
	
	
	
	
	

	Interpersonal skills 


	

	Works to resolve internal conflict among team members.
	
	
	
	
	
	

	Recognises the value of people with different skills and talents.
	
	
	
	
	
	

	Is tactful, compassionate and able to consider the needs of others.
	
	
	
	
	
	

	Delivers difficult or sensitive information openly, honestly and with empathy.
	
	
	
	
	
	

	Motivation 


	

	Is able to make a case for his/her views and opinions.
	
	
	
	
	
	

	Can effectively persuade others to build commitment to ideas.
	
	
	
	
	
	

	Helps create a positive atmosphere which encourages others to achieve.
	
	
	
	
	
	

	Is able to take risks and views honest mistakes as a learning experience.
	
	
	
	
	
	


A separate sheet is attached giving specific, narrative feedback which you may also find useful in identifying specific areas for improvement. If you have any questions about this report or want to discuss its contents, please contact [enter name].

