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ASSESSMENT FEEDBACK SKILLS
LESSON OBJECTIVES
LEVEL
MEASURE

A. Determine key considerations for planning feedback
Knowledge
PE/ISDE

B. Describe document preparations necessary for the commander’s out-brief 
Comprehension
PE/ISDE

C. Describe briefing preparations necessary for the commander’s out-brief
Comprehension
PE/ISDE

D. Explain considerations for delivering the assessment feedback (the Out-brief)
Comprehension
PE/ISDE

E. Identify the requirements for maintaining assessment documents
Knowledge
PE/ISDE

SUPPORT MATERIAL AND GUIDANCE

Lesson Focus

Gain understanding of techniques used in preparing EO organizational data for the commander.  Explore the systems view of an organization by understanding criteria for assessing the organization’s health.  Be able to determine processes for planning feedback to the commander as well as preparation of written reports.  Detail preparations for the Out-brief to include development of visual aids, a practice brief and questions the commander may ask.  Be able to recall procedures for the delivery of the feedback and finally how to file documents.

Student Contributions

Take notes and ask questions to clarify information taught in the lecture.  Apply knowledge gained from the lecture through participation in the Sandy Beach evaluation.

Student Instructional Material

Notetaking Guide
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NOTETAKING GUIDE

A.  CONSIDERATIONS FOR PLANNING FEEDBACK

(Many of these considerations should have been discussed/determined at the inbrief)

1. Time – Assessment schedule.  Date and time of Out-brief (5 Sep 2001, 0900-1000) [The “duration” of the Out-brief (i.e., 15-minutes, 30-minutes, 1-hour) will determine how in-depth the assessment feedback will be.]
2. Location – Where the Out-brief will be conducted (Commander’s office?  Unit’s conference room?  EO conference room?)
3. Equipment – Means to present the information (PowerPoint or overhead capability?)
4. Commander’s Leadership Style – Commander’s preference as to how he/she would like the information provided  (Formal or informal brief?  Visuals along with figures and narrative?  Only the core/big problems/issues provided?)
5. Attendees – Other key personnel in the organization that the commander will have at the Out-brief (Exec officer?  First sergeant?  Deputy commander?  Division chiefs?) 

6. Contract with the Commander – Written or verbal agreement between the commander and the EOA (EO office) on specific terms/tasks of the unit climate assessment.
7. Commander’s goals and objectives – The commander’s desired outcome of the assessment.  (What type information is needed for effective decision making related to the commander’s objectives).
8. Key Areas of Concern – The commander’s perception of the unit’s needs/problems. (The commander may have identified specific EO issues, the EOA may be tasked to identify any EO issues or negative trends.)

  * Make sure you definitely address the commander’s concerns during the Out-brief.

9. Information included in the report/Out-brief -- “Summary of Findings,” “Summary with Recommendations,” or “Summary and Plan of Action?” – Additional information along with assessment findings may be included in report/briefing (commander’s preference).
10. Ownership – The commander, not the EOA, owns the EO program, including the information collected and provided during the unit’s assessment.  
B.  DOCUMENTATION FOR THE WRITTEN REPORT

1. Collect All Supporting Documentation – documents to be included in package provided to the unit commander:
a. Survey results – Scantron data compiled and put into explainable tables, charts, and graphs (disparity maps, assessment factor scores, demographic info….) 

b. Written comments from surveys  

c. Interview results – comments/concerns from group/individual interviews 

d. Observation results – EO assessment concerns as observed from major activities, behaviors, and occurrences

2.  Create Final Documents

a. Cover letter – the top letter that explains what is in the package

b. Summary (talking paper format) – outline of key processes, findings, and recommendations 

3. Organize the Final Documents – The documents in the final package for the commander should be arranged in an order that is meaningful and makes sense. Keep in mind as you are constructing this final product that the commander will have a copy of this entire report in front of him or her at the out-brief.   The documents should be arranged in an order that the commander can follow along as you give the assessment feedback, so arrange the tabs accordingly.  Below is a suggested flow (order of tabs):

a. Cover letter

b. Summary

c. Records & Reports results

d. Survey results 

e. Written comments from Survey

f. Interview results

g. Observation results

h. Miscellaneous/Additional Info

C.  PREPARATION FOR THE OUT-BRIEF

1. Purpose of Out-brief – to present an accurate, precise and clear report of the assessment information.

a. To make sure the commander understands your analysis of the data.

b. Lets the commander work through his or her initial response to that data. 

c. Allows the commander to focus on the critical issues, the things that she/he can do.

d. Allows commander to determine who and how the organization will deal with the issues identified from the assessment.

e. Opportunity for commander to address EOA – here is the chance for the commander to comment on EOA’s job -- modifications, amplifications, any clarity, and or approval or disapproval of what the EOA has done.

2. Steps to Consider When Preparing for the Out-brief

a. Decide type of visual aids

b. Develop visual aids

c. Test equipment

d. Practice brief

e. Develop list of possible commander questions

D.  DELIVERY OF ASSESSMENT FEEDBACK

1. Prior To

a. Arrive early

b. Set up room

(1) Arrange seating

(2) Place results folder in front of CC’s chair

(3) Prepare presentation equipment (PP up and running, charts arranged)

2. During

a. Introduce self/team and restate goals and objectives

b. Present the assessment findings

(1) Start with some positive issues/trends

(2) Continue with negative trends and concerns

c. Provide recommendations

d. Respond to any questions

e. Discuss any follow-up requirements

E.  MAINTAINING ASSESSMENT DOCUMENTS

1. Disposition of Assessment Documents/Report – maintain in accordance with Service requirements
a. Copies of report – 1 copy for the commander and 1 copy for the EO office

b. Disposition (Filing Report) – your Service will provide disposition instructions and direct how you will maintain the documents (ie., file document in locked container and destroy after 2-years, 3-years, etc.)

2. Mark Assessment Packet F.O.U.O. (For Official Use Only)
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