Rater Guidelines for Providing Feedback

You have been asked to provide feedback for someone who is working on developing his/her leadership effectiveness.  Please read through the following information to best prepare yourself for the important role you will play as a feedback provider.

The Power of Feedback

· The only way people can understand their impact on other people is by getting clear and honest feedback.

· Oftentimes in the workplace, we tell people what they want to hear rather than what they need to hear.

· The 360 feedback process offers people the opportunity to provide honest and direct feedback in a safe environment.

· Remember that feedback is a gift and should be offered with the best of intentions.  

Numerical Ratings

· Focus your ratings on the person’s actions in the past year.  Don’t go back in history to dredge up old mistakes.

· Base your ratings on concrete actions that you have observed rather than assumptions of the person’s intentions or motives.

· Don’t be afraid to use the full rating scale.

· Focus on the person’s behavior over time.  Assess on patterns of behaviors versus single instances.

· Avoid rating the person based on rumor or reputation.  Rate based on your actual experience with the person. To that end, use the rating “not observed/not applicable” when you have not personally observed this behavior.

Written Comments

· Written comments will be especially helpful to explain your ratings.

· When writing comments, keep in mind that they will be transcribed exactly as written.  

· If you want your comments to remain anonymous, write them accordingly.

· Remember to balance your written comments and highlight both strengths as well as development opportunities.

