Gallup Survey – Manager Instruction Sheet
Step 1:  Get your survey results

Find the e-mail from Gallup (Gallup Online [mailto:gohelp@gallup.com] ) and use your e-mail address and the password provided at:  https://galluponline.com
[image: image1.png]Enter your e-mail

vser
4 addwsshere

passwore
e —
‘\

Need help with vour user D or password?

Use the password provided
by Galup




[image: image2.png]University

DIETTINGER, DONALD P | Edi.

“’ Tools User Agrinistration Access your report
here
Our Workplace

Gallup has publshed research proving that employee engagement inks.
‘powerlully o business outcomes such as retention, productiviy,
proftabity, customer engagement, and safety...ore

My Latest 12 Reports Use the online action

SRy . g—— Plamingioolto create
Q12 Inpact P ontor your action plan
Q12 BeatPachies

a2 Loary
aiz Wnumwa
Q12 Dyvame Crosstabs Library cortains a

Enggerent View variety of
Dynaric Reperts Summary advice/insiruction:

‘Copyright © 2004 Galup,Inc. Al rights reserved.
Last Login: Oct 14, 2011 01:20 P

including videos

Terms of Use | Privacy Statement | Technical Assistance | FAQ




Step 2:  Discuss the Results with Your Team:

First, you are highly encouraged to attend the 1 hour lunch time manager briefing on how to understand the difference between engagement and satisfaction, the survey, how to share the results with your team, and develop an action plan.  Register for the training using your employee ID number at:  

https://learningcenter.ucsfmedicalcenter.org/  
Search on “gallup”, and click on the down arrow adjacent to the 2011 Gallup Survey Manager Training course title to see dates the training is offered.
It is of paramount importance that you help your team understand the results, and let them identify 1 strength, and 1 development area for the team to work on.
1.  Open the meeting by explaining why we are measuring engagement, what the survey questions mean, and by asking for your team’s help in identifying areas to work on.  (The Gallup Q12 Manager Guide in the online library, pages 1 to 8 provides background.)
2. Review the results with your team – answer any questions about the survey questions.  (The Gallup Q12 Supplemental Guide contains discussion questions for each of the survey questions – it is highly recommended that you provide copies of these discussion questions along with the survey results to each team member).
3. Be sure to ask for discussion about what the questions and responses mean to the team – the questions mean different things to different people, and it is important to discuss them.  The Gallup Q12 Manager Guide, page 12 provides you with a variety of outstanding discussion questions to ask.
Step 3:  Develop a plan for taking action with your team

Keep it simple!
1. Use the Gallup template for simplicity.  It can be developed online (recommended).

2. Be sure to start with one of your team’s strengths to develop – identify 1 thing you can do to improve.

3. Next, ask your team to choose a developmental area, and identify 1 thing you can do to improve.
Step 4:  Follow up at least quarterly

Review your action plans, and ask your team how you are doing.  Identify new areas to work on if you feel you have achieved your objectives.
Next Steps:
A brief survey is planned for the Spring of 2012, where staff will be asked:

1.  Did your manager review your Gallup results with the team?

2. Did the team develop an action plan?

3. Did your actions make a positive difference in engagement for your team?

Please contact Don Diettinger in Campus AP/HR if you have any questions about your role, or available resources.

Phone:  415-476-4841

Don.diettinger@ucsf.edu
http://greatmanager.ucsf.edu/
