Suggested Steps To Engage Your Subordinate Supervisors

in the 2002 GSFC Supervisory Feedback Process

<<<Feedback Survey Tool Open July 15-August 9>>>

Survey web site: http://that.gsfc.nasa.gov/survey/

Supervisor Feedback Information site:  http://ohr.gsfc.nasa.gov/performance
Contact Person:  Tina Reed, Code 113: 6-3729, Christina.Reed.1@gsfc.nasa.gov
The two biggest things you can do to ensure that your Supervisors get the most out of  participating in the 2002 Supervisor Feedback Process are to:

1. Talk with the supervisors who report to you about what they can do to encourage their staffs to give them feedback and what you’re going to do with the feedback reports they’re going to share with you this year.

2. Model the process – by encouraging your staff to give you feedback and discuss it with you, and by committing to an action plan in response to the feedback you receive.

These actions will be most influential when done with a high level of enthusiasm!

This handout outlines steps you can take to engage your direct-report supervisors – and through them, the rest of your organization – in the supervisor feedback process:

· Immediately (from today until the feedback tool opens in July)

· While the feedback tool is open

· After the feedback tool closes.

Phase 1:  Today Until July 15

Talk with the supervisors who report to you.  Points to consider saying to them:

· The process is about to start; its purpose; its value to you last year.

· You are looking forward to reviewing their feedback reports with them this year.  Their feedback this year and going forward will be taken into consideration in performance evaluations.

· What’s most important to you (if this is true for you!) is that they invite and encourage feedback from their employees; receive it; have a dialog with their employees about it to get clarity about what matters most to their employees; and develop an action plan to achieve the most important changes.  (In other words, that how they do the feedback process is as much as or more important to you than any particular feedback scores.)  You could mention that if a supervisor doesn’t receive feedback from a significant portion of his or her employees, they can expect you to explore the reasons for this with them.

· You want to see high levels of employee participation in your directorate or division, and the most important factor is direct personal requests from their supervisors.  Discuss with them ways to invite and encourage employees to participate.

(A “best practice” from last year:  Talk with your workgroup directly, such as at a staff meeting.  Explain that you plan to discuss their feedback with a facilitator and then with them, and that you will commit to a plan of action.  When employees heard that their supervisor planned to take their feedback this seriously, they participated in high rates.  On the other hand, simply sending out email messages requesting feedback had much less effect.)

· You strongly encourage them to use a facilitator to help them conduct a conversation about their feedback with their workgroups.  OHR will make facilitators available.

· When they bring you their feedback you’re going to want to hear about the discussion they had with their workgroups about their feedback, and you’re going to want to see their action plans. (Having a discussion with their workgroup is encouraged, but not mandatory.)

· You recommend that if they created an action plan last year they remind their employees about what was on their action plan at a staff meeting prior to July 15.  This will do a lot to encourage employees that the feedback they gave last year has been taken into account, which will encourage participation this year.

Clarify who is expected to give them feedback:

· The Center’s intent in this process is to enable all Civil Servants to give feedback to their supervisors.  Every employee (definitely including administrative support staff) should be encouraged to give feedback to his or her direct supervisor.

· Starting this year, matrix employees can also give feedback to their matrix supervisors.

· Employees can give feedback to up to three supervisors.  

· Besides inviting all their direct reports to give them feedback, supervisors have the flexibility to actively request wider feedback if they wish – such as from group leaders in a lower level of the organization.

Check up.  Ask the supervisors who report to you whether they have talked with their staffs to invite their participation.

Phase 2:  During the Feedback Period (July 15 – August 9)

Remind your subordinate supervisors to remind and encourage their employees to give them feedback.

Phase 3:  Immediately After the Feedback Period

· Encourage the supervisors who report to you to utilize facilitators (available through OHR).

· Set up your own staff discussion about your feedback as quickly as possible.  This will model the process for your direct report supervisors and prepare them to do it with their own staffs.

· Remind them you’re looking for them to bring action plans as well as their feedback reports when they come to you for their performance evaluations.

· Note:  Everyone who reports directly to a supervisor should be invited to the meeting where the supervisor discusses his or her feedback with the staff.  This includes administrative staff.  Supervisors might choose to invite more than their direct reports to this meeting.  A good rule of thumb is to include at least all the civil servants normally include in regular staff meetings.







