360 FEEDBACK DEVELOPMENT DISCUSSION: GUIDELINES FOR MANAGERS
Purpose

To review the feedback from the CSAA Leadership 360 survey and agree on a set of development actions to be implemented over the next 12 – 18 months.  The focus is “future oriented” and is all about building/enhancing capabilities that will improve the employee’s leadership effectiveness.

Before the Meeting

· Take time to review your employee’s feedback report.  Feedback interpretation guidelines are included with the feedback report to help with this.  These guidelines can help you pinpoint the areas of the feedback report that you wish to highlight in the discussion.
· As you review the report, pay attention to the employee’s strengths.  These should be highlighted during the discussion, along with the development needs.
· Reflect on your knowledge and observations of your employee’s performance.  Be prepared to share these insights during the discussion.  Think of two or three tangible examples that you can highlight during the discussion.  If applicable, gather similar insights and observations from the other manager who also provided input to this individual’s leadership assessment.
· Jot down some ideas you have for building/enhancing the capabilities of your employee in addition to what is outlined in the feedback report.  Be prepared to share these with your employee during the discussion.
· Keep in mind that everyone needs development.  Even if the employee’s overall results are high, there are new capabilities to be developed, strengths to be tapped and/or better utilized and opportunities for growing the employee into bigger, broader jobs in the future.  Remember – BEST is the enemy of BETTER!
· Bottom line…everyone should have a development plan to grow in their current job and to prepare for future jobs.

During the Meeting
· This meeting is your employee’s meeting.  Let him/her guide the discussion.  You can help by setting the stage with a few introductory comments like the following:
· Acknowledge that development is a shared responsibility and a partnership between the two of you.  However, make clear that you expect the employee to be the “driver” of the process.
· Indicate you will be sharing your own perceptions, but wish to discuss his/her overall impressions first.
· Keep in mind the 80/20 rule: listen 80% of the time, talk at most, 20% of the time.
· Avoid getting into too much detail, particularly with regard to specific number results.  Keep the discussion broad, focusing on key trends and themes in the data.

· Focus less on the “why and wherefore” (past orientation) of particular behaviors and more on “what to do to change” (future orientation) of those behaviors.
· Ensure that the discussion is a “give and take” dialogue, not an evaluation.  Remember… this is a development discussion, not a performance review.  As the employee talks about certain aspects of the feedback, share your own perspective and observations – both strengths and development needs.  Be open, honest, and direct with your feedback.  Back up general comments or suggestions with specific behaviors or facts.
· Together with the employee, brainstorm some development activities.  Don’t try to finalize the details at this meeting, but ask the employee to spend some time thinking about everything that has been discussed and come back to you with a draft development plan.
· Set a date to review and finalize the employee’s draft development plan
· Affirm your desire to support your employee’s development.
· Outline your availability
· Confirm together the next date to meet and finalize the development plan.

After the meeting

· Leverage the learning.  Take advantage of “coachable moments” and remove barriers that are within your control.
· Observe and provide feedback.  Provide ongoing support and encouragement.
· Recognize positive behavior change as it occurs.  Don’t wait for the overall BIG change.  Rather, reinforce small steps in the right direction as they occur.

