VOICES® ‘Lite’ 360° Survey Process Overview

Welcome to the 360-degree feedback web survey process.  The purpose of this document is to provide you with an understanding of 360-degree feedback, how to select Raters for your survey, and what your role is in this process. 

360-degree Feedback Overview:

360-degree feedback is a process that allows you to gather input from your co-workers (yourself, your boss, peers, direct reports, customers and others) on “competencies.”  Competencies are measurable characteristics of a person that are related to success at work, whether a behavioral skill, a technical skill, an attribute (such as intelligence), or an attitude (such as optimism).  The results from this feedback may help you to understand how others perceive your skill level on these competencies - - and the importance of them for your position - - - thus enable you to target developmental goals.

The tool that will be used to collect this feedback was developed by Lominger Limited and is called VOICES® .  The Lominger Global Survey Center will administer the data collection process.  Online surveys containing the competencies on which you will be assessed (see attached Competency Selection form) will be distributed to you (“Learner”) and to those people whom you select to be feedback providers (“Raters”). The feedback data collected from these surveys will be delivered to you in a report format.  Your participation in this process by completion of a self-assessment is a critical component of the program.

360-degree Process Overview:
Step One:  Rater Identification, Survey Medium, and Competency Selection  

Ideally, your Raters should be people with whom you have had an opportunity to work for a minimum of one year, and who would be in the best position to be able to offer you feedback.  The available relationship categories for Raters are:  Self, Boss, Peers, Direct Reports, Customers (internal and/or external), Others.  

Self and Boss data are reported separately, in other words, the feedback that both you and your boss provide will be displayed – and identified as coming from Self and Boss – on the resulting feedback report. The other relationship categories (Peers, Direct Reports, Customers, Others) require a minimum of two responses for the data to display.  This helps ensure the confidentiality and anonymity of these Raters.  As participation in this survey process is not mandatory for these relationship categories, it is best if you can identify a minimum of three Raters per category.   

Use the Learner-Rater Spreadsheet to identify your Raters and their email addresses.  If you need assistance with this step contact your Manager or your HR representative.  

Your feedback surveys must include 8 competencies from the leadership model located on page 1 of the Competency Selection Form.  Next, select an additional 8 competencies from either the leadership model or the list on page 2 of the Competency Selection Form.  Your manager must approve your selection of competencies.  You may receive feedback on a total of 16 competencies. 
Return your completed Learner-Rater Spreadsheet and Competency Selection forms to cary.j.connolly@lsi.com.
Step Two:  Rater Notification

After identifying your Raters, you should notify them that you are requesting their participation in this process.  This is an important step as our experience has shown that prepared Raters tend to participate more readily.   Please refer to the “Sample Invitation to Raters” document for suggested communication with your raters.  This document briefly explains the 360-degree feedback process, the survey and how it works. 

Step Three:  Survey Distribution and Completion

After receiving your completed Learner-Rater Spreadsheet, the Lominger Global Survey Center will issue the surveys.  You and your Raters will have two weeks to complete the survey.  During this time, automated reminders will be sent to those receiving online surveys. You will have the opportunity to follow up with your Raters should your survey returns be lower than necessary.

Important note:  your Raters are assured confidentiality and anonymity, therefore we cannot identify, by name, which has or has not completed surveys.  We can only report on total number of surveys collected by relationship category.  If you need to conduct a follow up with your Raters, we advise that you send a message to all of them, for example, “As this program is confidential, I don’t know if you have completed the survey or not.  If you have, thank you for your participation.  If you have not, please take time to do so now.”

Mid-Step:  During the “survey window”

The time between survey distribution and report generation is referred to as the “survey window”.  During this time you and your Raters will be accessing and completing the online surveys.  Lominger’s Global Survey Center and Technical Support staffs are available to assist you and your Raters should you need any help.  You or your Raters may contact technical support by emailing support@lominger.com or calling (952) 345-3616.

Step Four:  Report Generation

At the appropriate time, the Global Survey Center will generate and ship the resulting feedback report to your certified facilitator, who will then help you understand the results.

Please remember to return your Learner-Rater spreadsheet and Competency Selection form after your manager has approved your selections to cary.j.connolly@lsi.com.
