
 Example Feedback Engine Set Up 

Created by Skye Deane 

 
As promised, this is a guide on how to set up your feedback respondents on your 
RLDP.  
 
Between now and when we see you, please gain feedback from a minimum of 3 
respondents (maximum 8) to provide feedback on you. This is an opportunity to gain 
360* feedback so normally someone who reports to you, your boss and a peer, 
are common requests. They will complete Part 1 of the assessment only and answer 
the questions in reference to you. Remind them this is a frequency at which you do 
something. And if they don't know you well enough to answer then they leave it 
blank.  
 
Once you have decided on your individuals, as mentioned you will need their email 
address and you need to set them up on the system.  
 
Here is a guide on how to do this: 
 
Click on the Feedback engine (blue rectangle under the coloured profile wheel on 
your dashboard). 
 

 
 
A generic email has already been drafted as a template: 
 

 
 
You need to copy the whole text (including links) and paste it into a new email 
message to each respondent (it is the same text for each respondent). 
Feel free to edit and personalise as you wish. 
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Then send the email to them. 
 
You can keep track at a glance on your RLDP of how many have completed 
feedback, for example below, 2 individuals have sent feedback in. If 0/0 then no-one 
has etc. 
 

 
 
If you click into the feedback engine then you can see who has completed and who 
hasn't therefore you can prompt (from experience this is very common). 
 
Once you have a minimum of 3 feedbacks in, you can close the loop by clicking on 
'See feedback now'. PLEASE NOTE, if you have more than 3 individuals you have 
asked, but they haven't yet provided feedback, once you close the loop you will not 
be able to add them/they won't be able to provide feedback after the act. 
 

 
 
 
All feedback is anonymous and only after 3 can you see the feedback. 
 
If you have any issues, then please do not hesitate to contact us.  
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