
Evaluation Instructions: 

A.  Specify the position title, and develop and describe position categories and responsibilities/tasks.

B.   Confer and develop goals and objectives for each responsibility.

C. Add any new responsibilities, data, or evaluative information for assignments that occurred after the position description was implemented. 

D.  Review and compare your performance data with your goals.

E.  Evaluate and record results.  If self-reporting, this rating will be done by the supervisor, site director, or LSI director. The ratings are Excellent, Satisfactory or Unsatisfactory. 

F.  Review the evaluation with each employee covering each objective and result, and provide feedback on performance and/or accomplishments, and establish goals for the next year.

G.  Forward evaluations to the LSI Associate Director for Finance and Administration.

H.  Maintain confidentiality in all personnel evaluations. Such files are to be reviewed on a “need to know” basis only and are not available to others.


