
Please follow these guidelines in order to give good, constructive feedback which will be of 
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This document will tell you how you will be asked to give feedback, how you may access and 
complete the questionnaire, how your response will be used and finally how you can give the 
most useful feedback to your colleagues.
 
Feedback Requests 
Requests for feedback will come in the form of an automated email sent from our online system. 
This email may appear to come from an internal email address, your colleague or an appointed 
administrator. The email will contain log-in details in order for you to access your own secure 
account on the online 360 system. Once logged in, on the first page you will see a “Give  
Feedback” button. Clicking this will show the list of colleagues who have requested feedback from 
you. 

Please note that once your colleague has received enough feedback they may choose to release 
their report. If they have done so, it will say so next to their name and feedback will have been 
disabled.
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The online 360 tool is managed by Edgecumbe Consulting Group, a third party provider. No one 
within your organisation will have access to your individual responses.  

Your scores and comments are reported only within respondent groups, i.e. Peers or Support/ 
Junior Colleagues. Therefore nothing is attributed to an individual. There is a minimum of 6  
respondents in each respondent group to preserve anonymity. 

Whilst the feedback that you provide is anonymous, in the rare occasion when you might have 
serious concerns about a colleague’s performance or behaviour, please remember that it is your 
duty to report these concerns separately to the Responsible Officer.
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The questionnaire should take between 10 and 20 minutes to complete. We suggest that you try 
to go through the scored questions at a good pace, not dwelling on any one question as usually 
your first reaction is the most honest. 
You may leave the questionnaire at any stage and come back to it later – your answers are saved 
every time you submit a page. Even once completed you may come back to the questionnaire to 
add to/edit any responses, up until the point when the report is released to the doctor. 

To submit your answers please make sure you click on the ‘Finish’ button at the end.
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“The quality of feedback is far  
superior than others we have tried”
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'$� Use the full range of scores – Answering with the mid-range or highest score for every  
question does not give useful feedback. If you do not feel able to answer a particular question 
you have the option of choosing the “cannot comment” answer. This answer will not be shown 
in the report.  

($� =_l[�oekhi[b\�WZ[gkWj[�j_c[ – Set aside 20 minutes to complete the questionnaire without 
distraction. However if you do run out of time or are distracted you may save your answers by 
pressing the “submit” button and closing the browser. You may then come back to the  
questionnaire at another convenient time.  

)$� 8[�^ed[ij�WdZ�ef[d – The more honest you are, the more useful the feedback. Being frank 
and constructive will aid the development of the doctor. If you have feedback which may be 
seen as difficult or challenging, it is important to be open and honest whilst remaining  
sensitive to the receiver. Give careful thought to your phrasing and avoid tones of anger or 
disappointment as this will be taken as pure criticism rather than feedback and your message 
will likely be lost. As a nominated colleague, you are expected to exercise good manners and 
consideration when using 360°; your comments should not contain any unlawful, harmful, 
threatening, abusive, harassing, defamatory, or racially or ethnically derogatory content, or 
any content expressing hate toward any person or group of persons due to age, race, religion, 
colour, creed, national origin or sexual orientation.  

*$� 8[�if[Y_ÓY – Always comment on observed behaviour and give examples where appropriate 
in order to make the feedback explicit to the appraiser and appraisee. Avoid interpretations/ 
analysis of intentions based on behaviour or characterising the person based on observed 
behaviour, instead simply state the observed behaviour.  

+$� Be direct – Vague feedback is not useful, for example, the comment “better teamwork” is of 
very limited use. A much more specific and useful comment relating to this would be “Liaise 
more regularly with other members of the team and involve them where appropriate.” Thus, 
rather than telling your colleague that they need to improve, tell them how you feel they 
could improve. 

“The training and technical support are 
excellent”
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,$� J^_da�bed]�j[hc�– Whilst examples of behaviour are useful, avoid feedback relating to one 
particular encounter/incident with the doctor as this may be very biased. Consistent  
behaviour is much more important to comment on than one-off behaviours. Think more  
widely over the last 6-12 months when giving feedback. Feedback relating to encounters over 
12 months old is not especially valid so please avoid this.  

-$� Avoid “Yes, but” feedback – These kinds of comments give mixed messages and may be seen 
as insincere. For example “You have worked hard on this project, but…” – what follows the 
“but” is something the person is not doing well and this is in fact the real point of the  
message. These kinds of sentences are contradictory and create mixed messages. Instead, be 
direct and frank in your feedback. Separate a positive message from a more negative 
 message and be as specific and honest in each message. 

.$� Serious Concerns – If you have serious concerns about a doctor’s performance or behaviour 
please remember that it is your professional duty to report these concerns to your  
Responsible Officer, separately to this process.

Follow us on Twitter:
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