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INSTRUCTIONS FOR COMPLETING THE  
EMOTIONAL INTELLIGENCE EI360™ ASSESSMENT  

INTRODUCTION  

The EI360™ Assessment is a web-enabled, multi-evaluator tool that offers a powerful way to assess individual 
strengths and developmental needs in the core competencies of Emotional Intelligence (EI). The purpose of 
the assessment is to enable the participant to receive honest feedback that will provide them with a place to 
open dialog and begin their developmental journey. 
 
This Assessment is confidential. Your results will not be shared with your manager or your organization, it is 
for your development only.  
 
On the assessment start date you will receive a welcome email from assessments@ihhp.com. This email 
contains the EI360™ portal link and your log-in credentials. 
 
As part of the EI360™ assessment you will complete a self-evaluation and nominate/assign evaluators to 
complete an evaluation of you. 
 
Once the assessment closes, a report will be generated for you. The report will help you gain insights into how 
you present yourself and are perceived at work, as well as on a personal level. 

 
Please Note:  A report can only be generated for a participant who has completed their self-assessment and 
has received feedback from at least 50% of their evaluators. 
 
Confidentiality is a critical component of this process. All evaluator feedback is confidential. At no point in 
time will you have any insight into who said/scored what about you. The only exception to this rule is your 
manager. You will be able to see your manager’s feedback, the purpose of this is to facilitate ongoing 
conversation between the two of you. 

GETTING STARTED  

STEP 1: Nominations 
You will need to nominate/assign a minimum of 8 up to a maximum of 16 evaluators.  There are 6 categories 
under which you can assign evaluators: Your Manager, Peer, Direct Report, Family, Key Client and Other.  Here 
is the breakdown. 
 
1. Manager – is your direct supervisor; the person that you report to.  It’s mandatory to assign your manager. 
If you report to more than one manager, you’ll have to choose just one of them. 
2. Direct Report – anyone that reports to you, if you do not have any direct reports you won’t use this 
category. 
3. Peer – is your colleague, co-worker. 
4. Key Client – this would be a client that you work with on a regular basis, if you don’t work with clients you 
won’t use this category. 
5. Family – any member of your immediate or extended family. 
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6. Other – anyone that doesn’t fit into the previous categories, such as former co-workers, friends, neighbor’s, 
teachers, coaches, vendors, people you volunteer with etc.  
 
For the categories of Direct Report, Peer, Key Client, Family and Other, if you assign evaluators under each of 
these 5 categories, then assign a minimum of 2, maximum of 3 evaluators in each category. If, for example, 
you don’t deal with clients and won’t use the Key Client category, then that gives you up to 3 evaluators that 
you can assign to the other categories as you like. So, for example, you may have 4 in Family, 5 in Direct 
Reports, 3 in Peer and 2 in Other. You assign evaluators as you see fit, as long as you have a total minimum of 
8 to a total maximum of 16. 
 
Please let your evaluators know they can expect an email from assessments@ihhp.com 
[mailto:noreply@qemailserver.com]. 

 
STEP 2: Evaluations 

You will need to complete your self-assessment. 

COMPLETING THE EI360 ASSESSMENT  

STEP 3: Monitor the Status of Your Assessment 
Monitor the status of your assessment to ensure that you are on track to receive evaluations from at least 
50% of your evaluators. 
 
Ensure that your evaluators have completed on your behalf before the deadline, as once the assessment is 
closed, there will be no opportunity for your evaluators to provide additional feedback.  
 
Once logged-in to your EI360™ portal, you can send a system-generated reminder email to your evaluators 
individually by clicking on the drop-down arrow to the far right of their name, or you can send a reminder to 
all of them at once by clicking on the “Remind All” button. 
 
STEP 4: Thanking Your Evaluators  
Please make note of who you assign as your evaluators' so that you may send them a thank you note. Once 
the assessment closes you will no longer have access to that information. 

HOW TO CHOOSE YOUR EI360 EVALUATORS  

As you reflect on choosing your evaluators for your EI360™ assessment we would like you to consider the 
following.  One of the things we often hear from program participants after they have been through the 
program is that they wished they had broadened their selection of evaluators. 
 
Here are some suggestions to help you get the fullest report possible: 
 
 The best reports are those that have 16 or as close to 16 evaluators as possible.  
 To help diversify your evaluator pool, consider requesting raters from the following three buckets:  

 
1) First, consider those that you interact with presently and regularly, those closest in your circle of contacts. 
2) Second, broaden your thinking and consider those you interact with less regularly and in your broader 
circle of contacts.  For example, perhaps quarterly you interact with Jane from accounting when dealing with 
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budgets and expenses.  Jane has a different style from you and often these are tense conversations.  Jane 
would be a great example of an evaluator who will be able to give you insights on how you respond under 
pressure as these are the times we are most at risk of having an impact on others that we did not intend.  
3)  Third, consider people that you may have worked with in the past, such as previous colleagues and 
managers or from within your community, such as those you may volunteer with.  This will help provide 
perspective on how you react in different environments.   
 
This approach will give you the greatest insight into your strengths and potential gaps between your 
perceptions and how others perceive you, especially in challenging situations when we all tend to have blind 
spots.  To get the most out of the assessment, think big and be brave! 

COMMUNICATING WITH YOUR EVALUATORS  

We recommend that you advise your evaluators that you have chosen them to be evaluators.  We have 
drafted the following message template to assist you in communicating to your evaluators that you are 
participating in the EI360™ Assessment and asking them to complete an evaluation of you.   
 
Using this message template is optional. It is available to you if you need it or wish to use it. 
 
Hi Name, 
 
I have been given the opportunity to complete a 360-degree feedback assessment in Emotional Intelligence 
(EI360™) from the organization IHHP. 
 
The assessment requires feedback from 16 people, all from different categories within both my personal and 
professional network (Manager, Peers, Direct Reports, Key Clients, Family, and Others).   I would like to ask 
you to be one of my evaluators.  I believe it would be valuable to gain insights from your experience with me. 
The feedback you provide will be completely anonymous.  You will receive an email from an IHHP email 
address in the next 24 hours (please check your spam folder in case it ends up there) with a link to the 
assessment and direction for you to follow. On average, the assessment takes about 15 minutes, please 
complete it as soon as possible.  
 
Thank you in advance for taking time to complete this for me and for contributing to my professional and 
personal development. 

 

 

 

 


