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This document is designed to provide guidelines for supervisors who are seeking feedback about their direct reports – usually in preparation for check-ins or for writing and delivering annual performance evaluations.  They were developed based on discussions among members of the SRO Operations team and were refined by a team which included Grant Benson, Lisa Holland, Kirsten Alcser and Rolfe Carlson.  As the title suggests, these are best practices or guidelines and are not intended to be prescriptive.

Are we required to follow this process exactly?
No.  However, because we work in an environment in which we are almost all part of one or more collaborative teams, it is requirement that supervisors incorporate a perspective about employee performance that goes beyond their own interactions or personal experience with their staff. These guidelines suggest ways to gain that perspective, but exactly how individual supervisors accomplish this task will be left to their judgement.

Who should make the request for feedback?
We suggest that employees be encouraged to identify at least one person to provide feedback and should copy supervisors on the request. Supervisors should request at least one additional person to provide feedback based on knowledge of the work.
From whom should employees and supervisors seek feedback?
Peers, supervisors, or anyone knowledgeable about the work performed by the employee would be appropriate. Some supervisors have found it useful to use time keeping reports (i.e. ET reports) to prioritize the project-based feedback they seek.
From whom should we seek feedback when a direct report is not assigned to specific projects?
Identify peers and other colleagues with whom they interact or troubleshoot problems with frequently.
Should we seek only positive feedback, or a combination of positive and more developmental feedback?  
Both kinds of feedback are useful and appropriate. [See below]
Is there any recommended language supervisors can use when seeking feedback?
“Can you please share aspects of [staff member] performance including areas of excellence as well as areas in which the employee could benefit from further development?”
How often should supervisors seek feedback?
We suggest that Supervisors request feedback at least 2 times per year – mid-year (evaluation period) and annually.  Supervisors may, at their discretion, also choose to seek feedback at key project milestones.
What is the preferred feedback method?
Oral or written feedback is fine.  Consider giving the person providing feedback the option to do either.
When is it appropriate to quote those providing feedback?
It is always appropriate, unless there is a specific request not to be quoted.
