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Pros and cons of stakeholder feedback

e Helpful feedback can... e But suggestions may...

* Ensure consistency with agency policy
and style

* Validate accuracy and currency .
* Identify missing information
* Improve clarity and focus

* Provide credibility

* Build relationships

* Identify issues early

Take time to request and incorporate
Require follow-up

Be out of scope

Use jargon or technical language
Contradict one another

Need tools to manage

Stakeholders include anyone who reviews your materials and has a say in its style or content.
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Success factors

-~
Practical Interpersonal
 Effective copy =- e Relationship-building
* Plain writing =< & e Clear communication
* Version control » LS * Diplomacy
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Types of reviewers: Gatekeepers and SMEs

d

Ensure

Ensure

appropriateness | : . accuracy,
and consistency GatEkeeperS | SUbJECt matter currency, and
ith tyl let
wi agencY style Supervisor experts completeness
and policy of content
Agency leaders Analysts
Office of Comms. Researchers
Legal department Scientists
Lawyers
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Getting prepared

* Choose the best stage to ask for input
* List everyone who needs to review

e Determine what feedback would be most -
helpful \!

* Clarify the scope of the review
* Consider your timeline and deadlines

* Think about the best way to contact
reviewers



Making the request

Be clear about your needs

* Create a brief and scannable message
* |dentify the target audience

* Provide the right amount of context

* Explain the editorial process

e Estimate the time the review will take
* Provide a deadline

Outline next steps



Example 1: Not enough information

File Message Insert Draw Options Format Text Review Help Acrobat

@  Tell me what you want to do

B I UZ- A~ = 3= |0~

Jim Reviewer

Subject Review

Dear Jim,

Thanks!
Stephanie

National Institute
on Aging




Example 2: Too much information

E z) fJE ¥ = New Caregiving Guide for older adults — print and PDF versions, general public, check accuracy, for your review - Message (HTML) &3l

File Message Insert Draw Options Format Text Review Help Acrobat Q  Tell me what you want to do
[ ~ <% | cabrigody) ~ 11 ~ B I U £ « A v = v £E 3= U @~ Z-| | & M- B || £ Editor | e (
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| E’ | To | Jim Reviewer

Send | Cc

i
Bec
Subject New Caregiving Guide for older adults — print and PDF versions, general public, check accuracy, for your review

Dear Jim),|
We are creating a new guide about caregiving for older adults. It all started when we asked ourselves, “What do caregivers need to know?" As you might imagine, thisisa_

Should we add anything that readers will want to know? | hope there are no typos or grammatical errors, but we'd appreciate if you'd flag any if you find them. Is there

anything else in the draft that you would change if you could? | think it would take you an hour or so, but that's just a rough estimate because it's about 10 pages long. It
wiould be fantastic to get your thoughts by next Thursday, if you have time and that works for your schedule. Otherwise, just let me know when you think you can send back
your suggestions. You can call me or e-mail the draft, or we can schedule a meeting to discuss, whatever works best for you. After you're done, our revised draft will also go
to Dr. Jones, Dr. Smith, Dr. Hayes, Dr. lohnson, Dr. Barnes, and Dr. Ogden for their input and sign-off. When it's done, we'll post it on the website or people can order it in
booklet form for free from our agency’s website. Please let me know if you need any more information or have any questions or want to have a call to discuss. Thanks very
much for your help!

Stephanie
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Example 3: The right amount of information

Request for review by 9/1: Caregiving Guide - Message (HTML)
File Message Insert Draw Options Format Text Review Help Acrobat 2 Tell me what you want to do
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1l

Jirn Reviewer

Subject Request for review by 9/1: Caregiving Guide

Dear lim,

Our office is creating a new guide about caregiving for older adults. Would you be willing to review the attached draft to make sure the content is accurate? | estimate it will

take you about an hour. Would you please send your input by Thursday, September 1°*?

This guide is aimed at informal caregivers, but we anticipate it will also be of interest to formal caregivers and health care providers. The guide will be available to order as a

print booklet or to download from our agency's website.

Please flag any errors, unclear text, or missing information. It may be easiest to use the “track changes” feature to mark up the attached Word document and send it back via
e-mail. After your review, our division lead and agency director will also have an opportunity to weigh in.

Please let me know if you have any questions about this review. Thanks very much for your help.

Stephanie
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'&‘ M ed | I ne PI us Search MedlinePlus E

Trusted Health Information for You
About MediinePlus  What's New Site Map Customer Support

_ Health Topics  Drugs & Supplements  Genetics Medical Tests  Videos & Tools
Home — About MedlinePlus — General Informafion about MedlinePlus — Information about MedlinePlus Genetics — FAQ for expert reviewers

FAQ for expert reviewers EERCO®

MedlinePlus Genetics content is reviewed by experts from the worldwide scientific community to ensure that it is accurate and up-to-date. These
reviews help us provide high-quality information about genetics to patients, their families, and the general public.

We hope this page will help answer questions you may have about the expert review process

What is MedlinePlus Genetics?

MedlinePlus Genetics is part of MedlinePlus, the National Library of Medicine's website for consumer health information. MedlinePlus Genetics
provides information about genetic conditions and the genes or chromosomes related to those conditions. It contains content from the National
Library of Medicine's Genetics Home Reference website, which was integrated into MedlinePlus. Please see About MedlinePlus Genetics to leam
more about this resource

How soon is the review needed?

Our schedule is flexible, but we ask reviewers to return their feedback within two weeks whenever possible

How much time will the review take?

.

Depending on the number of documents, reviews can take anywhere from a few minutes to about an hour. Many reviewers tell us, after looking over If yo u WO r k W I t h m a n y

the materials, that it took less time than they anticipated. . . d

If | don't have time to do a review, can | recommend a colleague? reVI ewe rS’ CO n S I e r

‘Yes! We understand that our reviewers are very busy. We welcome feedback from your colleagues who have expertise in the topic. ® f
creating a seto

What kind of feedback are you looking for?
. .
We ask that you look over the documents for scientific and medical accuracy. All suggestions for improvement are welcome. I n St r u Ct I 0 n S O r a n FAQ

How should | indicate my suggested changes or comments?

Mast reviewers find it easiest to use the Track Changes feature in Microsoft Word (or software compatible with Microsoft Word documents) to insert
their suggested changes and make comments, and then return the revised documents via e-mail

Is there acknowledgment of my review?

We gratefully acknowledge experts’ contributions on the Expert Reviewers page. However, just let us know if you prefer not to be listed on this page

https://medlineplus.gov/about/general/genetics/expertreviewersfaq/
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Following up

Subject matter experts

e Tell them when you'll
follow up

* Consider how many
attempts to make

* Ask whether there’s
someone else they can
recommend

» After a grace period, look
for another reviewer

Gatekeepers

 Remind them why the
materials are a priority
(e.g., audience)

* Negotiate a deadline

* Try meeting instead of
e-mailing

e Call on a supervisor or
other leader to step in



What to do about jargon and technical language

e Some reviewers will be better
than others at explaining
things plainly.

Ask yourself:

* |s the change critical? Could you leave

) ) the wording as-is or remove it?
* Thank every reviewer for his or &

. . * Could you rework the text without
her time and suggestions.

using their exact phrasing?

e Use this as an opportunity to
demonstrate the value of using
plain language!

Are you confident your plain-language
rewrite is still accurate?
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| disagree with a reviewer’s edit...now what?

Don’t get defensive or take the feedback personally.

Approach it as a conversation, not a debate:
* Ask the reviewer to explain their rationale.
* Explain your concerns or constraints.

e Share your thought process.

* Be open to changing your mind.

Make it clear that the reviewer’s input was valued,
even if you didn’t take every suggestion.
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Juggling feedback from multiple reviewers

Reviewers may make different suggestions for
the same text or even contradict one another.

Ask yourself:

Which suggestion is most helpful?
Can | work in elements of both
reviewers’ edits?

Do | need to make the edits of the
highest-ranking reviewer?

\
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Save different versions of the
draft with informative file names.

(wh Caregiving conversation guide draft_for_review_07152022
1] Caregiving conversation guide draft_v2_07142022

@ Caregiving conversation guide draft_07132022_Keller_BSR
@ Caregiving conversation guide draft_for_review

@ Caregiving conversation guide draft_jh_review

@ Caregiving conversation guide draft_SMM update




Simple Markup for Tracked Changes

“Simple Markup” can make heavily edited text easier to read.

SOBC scientists use an experimental medicine method to identify the mechanisms that lead to

“awareness of steps,:” which drlves the behavior of physical activity. Then they develop tools,
such as wearing a pedometer, to reliably-measure that mechanism reliably;sueh-as-wearinga

pedemeter, Lastly, researchers develop and test interventions inanattemptdesigned to
influence the mechanism In this case, the interventionit would be to have the person wear the

the change in the mechanism (increased awareness of daily steps) causes a change in behawor,

sueh-as (taking-meresteps-and-being more physically active),; then researchers can be
confident it's an effective mechanism of behavior change.l

View Help Acrobat

: [V:I ] ‘{ﬂ 7 %(E@ All Markup

Marl
Previous Mext Track
Comment Changes ~

Reviewing Pane -~

Comments Tracking ]
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SOBC scientists use an experimental medicine method to identify the mechanisms that lead to
behavior change. Following this method, researchers first identity an underlying mechanism
that they think drives a certain behavior. In the example of the pedometer, the mechanism
might be “awareness of steps,” which drives the behavior of physical activity. Then they
develop tools, such as wearing a pedometer, to measure that mechanism reliably. Lastly,
researchers develop and test interventions designed to influence the mechanism. In this case,
the intervention would be to have the person wear the pedometer daily to become more
aware of how many steps they take. If the change in the mechanism (increased awareness of
daily steps) causes a change in behavior (being more physically active), then researchers can be
confident it’s an effective mechanism of behavior change.

View Help Acrobat
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=@ Simple Markup | ~

Previous Mext | Show Ink Track | —
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Tips for managing reviewers
T,

* Make it easy for the reviewer. Give them the information they will need
up-front and answer their questions.

* Be clear about your editorial process. This can help avoid
misunderstandings later.

* Have a reasonable timeline. Make sure everyone knows what it is and
follow up when you say you will.

* Build relationships. Ask if you can approach a good reviewer again in the
future and keep a list with contact information.

* Always be grateful for feedback. Even suggestions you can’t use were
given in good faith. “All feedback is a gift.”




How to be a better reviewer

Questions to ask the author:

— Who is the target audience?
— What is your editorial process?
— Which areas would you like me to focus on?
— What kind of feedback would be most helpful?
— What format should | use to send suggestions?
— When do you need this from me?
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How to be a better reviewer, continued

When giving feedback:

— Explain your rationale for recommending certain
changes

— Understand that the person may not take all of
your suggestions

— Make sure your feedback is respectful and
constructive

— Meet the agreed-upon deadline...don’t make the
writer chase you down!
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