
2024 Faculty and Staff 
Evaluation Training
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What We’ll Cover
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Ground Rules
• Please mute your devices

• If you must step away, please be respectful of those 
around you

• Feel free to ask questions but remember to use 
discretion when referring to employee’s confidential 
performance information



What We’ll Cover
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Part 1 Agenda
• Introduction
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Best Practices



What We’ll Cover

4

Part 2 Agenda
• Who Gets Evaluated
• Forms Overview
• Things to Consider
• Request for Appeal
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Part 1: Performance 
Management Overview

Performance 
Management



What We’ll Cover
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Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap



Introductions
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Introductions
• Name
• How many people do you supervise?
• What year did you start working at LSU Health?
• Have you previously gone through the unclassified 

performance evaluation process at LSU Health? 
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Introductions

Performance Management
• Performance management is a dynamic process that 

plays an important role in helping the university achieve 
their objectives and employees reach their full potential

• In today’s training, we will discuss the key concepts, best 
practices, and the impact of performance management 
on university success



What We’ll Cover
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Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap
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Performance 
Management

Outcomes of Performance Management
• Enhances Productivity 
• Improves accountability 
• Job satisfaction and engagement 
• Recognition 
• Transparency 
• Legal compliance 
• Retention – decreases turnover



What We’ll Cover
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Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap



Expectations
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Setting Expectations
• Job descriptions
• Planning sessions
• Mid-year updates to expectations if needed 



What We’ll Cover

13

Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap
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Receiving Feedback
• Demonstrate professionalism
• Be aware that it is not personal

• Feedback should be in line with department and 
university goals

• Let guard down
• Stay open to receiving feedback
• Provide clarification if needed
• Minimize defensiveness

Performance 
Management



15

Performance 
Management

Choose private vs. public Choose frequency

Use professional, respectful tone Use "I" statements 

Be specific, avoid generalizations Be honest and direct 

Focus on behavior, not 
personality

Focus on dialogue
by asking for input

Actively listen Address in timely fashion

Follow up Reinforce clear expectations 

How to Provide Verbal Feedback



Biases
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Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap
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Biases to be Aware
• Halo effect
• Horn effect
• Confirmation bias
• Central tendency
• Self-serving tendencies

Performance 
Management



What We’ll Cover
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Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap
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Documentation 
• Documentation should be accurate and consistent 
• Keep a performance folder for each employee 
• Confidential
• Document meetings 
• Document both positive and constructive feedback
• Be aware of legal and privacy considerations
• Be fair, accurate, and nondiscriminatory
 (reach out to HR if you need help)

Performance 
Management



What We’ll Cover
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Part 1 Agenda
• Introductions
• Outcomes of Performance Management
• Setting Expectations
• Providing Feedback
• Biases
• Documentation and Record-Keeping
• Recap
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Employee check ins 
Address performance 

appropriately

Define clear expectations
Frequent and meaningful 

recognition

Realistic goals Build trust

Give constructive feedback in 
real time

Be fair

Act as a "coach," not a "boss" Give feedback to supervisors

Recap

Recap
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Forms and
Submission

Part 2: Forms, Policy, & 
Submission Process



What We’ll Cover
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Part 2 Agenda
• Who Gets Evaluated
• Forms Overview
• Things to Consider
• Request for Appeal
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Who Gets Evaluated?
• All unclassified faculty and staff are required to be 

evaluated with the exception of temporary staff, such as 
POAs.

• Part-time faculty and staff require an evaluation.

Performance 
Management
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New Employees
• Supervisors are not required to evaluate an employee 

who started after October 1st.
• If the supervisor was hired after October 1st, then they 

should refer to the 2nd level reviewer for performance 
information.

Performance 
Management
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Transfers and Promotions of Employees
• If the employee has not worked in the new position for a 

minimum of three full calendar months and the 
supervisor feels that they have not observed enough 
performance to make an accurate evaluation, the 
employee should be evaluated based on their 
performance in their previous role, provided they held 
that role for at least three full calendar months.

Performance 
Management
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Self-Evaluations
• As a leading practice in performance management, self-

evaluations are encouraged, but not required. 
• If an employee completes a self-evaluation, that 

evaluation should also be uploaded to the submission 
portal. 

• Supervisors can require it. 

Performance 
Management
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Self-Evaluations
• Be realistic.
• Recognize that it can be uncomfortable.
• Ask supervisor/give employees expectations.
• Discuss impact when appropriate.

Performance 
Management



What We’ll Cover

30

Part 2 Agenda
• Who Gets Evaluated
• Forms Overview
• Things to Consider
• Request for Appeal
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2024 Forms
• The form should only be completed as a PDF; do not 

use a browser.
• Submit the signed PDF via the submission portal.
• Departments and/or supervisors are responsible for 

keeping record of the original forms.

Performance 
Management
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PDFs
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PDFs
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Unclassified 
Evaluation 
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Faculty
Evaluation 
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Calculations



What We’ll Cover
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Part 2 Agenda
• Who Gets Evaluated
• Forms Overview
• Things to Consider
• Request for Appeal
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Things to consider before submitting 
• When submitting to the portal, carefully review 

for accuracy the email address, employee name, 
rating, etc.

• Ensure all signatures are collected on the form 
prior to submitting. (electronic signatures are 
okay).

• If the employee supervises, be sure to select the 
radio dial on the form.

• This will affect the calculation of the rating if not 
appropriated selected.

• Comments are required for a rating of 1 or 5.

Performance 
Management
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2nd Level Reviewers
• An evaluation must be signed by the 2nd level 

reviewer for overall ratings of Outstanding or 
Unsatisfactory.

Performance 
Management



What We’ll Cover
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Part 2 Agenda
• Who Gets Evaluated
• Forms Overview
• Things to Consider
• Request for Appeal
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Steps
1. Discuss concerns with supervisor or 2nd-level 

supervisor.
2. Discuss concerns with department representative.
3. Contact HR with appeal request.

Request for Appeal
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Format
• Email talentdevelopment@lsuhsc.edu with the 

subject line: 2024 Evaluation Appeal Request – 
YOUR NAME”

• Include:
o A copy of the appealed performance 

evaluation
o An explanation of the reason for the 

appeal request
o The desired evaluation rating adjustment
o Any other pertinent information to 

support and justify the request
• Deadline for submitting evaluations to the portal 

is March 1st, and the deadline for employee 
appeal is end of day March 15th.

Request for Appeal

mailto:talentdevelopment@lsuhsc.edu
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Contact Us

HRM Talent Development TalentDevelopment@lsuhsc.edu

HRM Employee Relations nohrmlabrel@lsuhsc.edu

LSU Ombuds Office Ombuds@lsu.edu

Campus Assistance Program 
24 Hours 

504-568-8888

Contact Information

mailto:TalentDevelopment@lsuhsc.edu
mailto:nohrmlabrel@lsuhsc.edu
mailto:ombuds@lsu.edu
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Website Review

How to Get to the Website
• Navigate to LSUHSC.edu.
• Click MyLSUHSC.
• Select Human Resources.
• Select Performance Evaluations.



Questions?
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Thank you!
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