Upward Feedback Form Guidelines

What is the purpose of Upward Feedback?

Upward feedback is a voluntary and confidential process, to be used for developmental purposes for your supervisor; it will not be part of their annual evaluation.  

 Everyone needs feedback; your supervisor may be receiving less feedback than you think.  He or she needs to know what they are doing that is helpful and/or those things that can be improved upon. Feedback can reinforce good or exceptional performance or help your supervisor know how to provide you with what you need to get the job done. 

How to complete the Upward Feedback Form?

At least two weeks prior to the annual evaluation meeting, employees should complete the Upward Feedback Form listed below.
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When the document below is selected, a gray box will appear that asks if you want to “open it” or “save it to a disk”.  Choose the save option and save the document to a directory on your hard drive.
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The document is formatted so that when opened in Word you simply tab through the fields entering data into each one.
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Once the Upward Feedback Form is completed, turn it in to your Reviewer (Supervisor’s Supervisor).
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Reviewers should review the Upward Feedback Forms for each Supervisor.
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The information should be summarized by the Reviewer and presented to the Supervisor in such a way to keep the individual employee’s feedback anonymous. 

