     Department of Biology

     Office Memorandum

To:

Biology Dept. Personnel

From:
Janis Umschlag, ext. 3261

Subject:
Annual Performance Evaluations

Date:
September 8, 2003

Annual performance evaluations are now due.  Please adhere to the following schedule in order to meet the Institution's deadlines.

Non-exempt Staff:  

Provide your supervisor with your summary of activities performed during the past year not later than Monday, September 22, with a copy to me.  This is an important document which will be used as a basis for your evaluation by your supervisor and our Department Review Committee.

Research Associates, Research Specialists and Information Systems Specialist:

Provide your supervisor with your Staff Information Sheet and updated CV no later than 

Monday, September 22, with a copy to me.  The Info Sheets were sent via e-mail.

Supervisors:  After receiving that activity report(s) from those you supervise:


1. Complete the attached Non-Exempt Performance Review forms for the following people:


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________


2. Write your review in memo form for the following Technical Staff Members:


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________

Provide a copy of these evaluations to each person prior to a formal discussion with them.  

Return these evaluations and memo to me no later than Monday, October, 6.

Scientific Staff:  Information Sheets must be received by Thursday, October 2, including your updated CV (J. Stegeman sent the Info Sheet form via e-mail ).

If you need help with your forms or have a problem with the schedule, please let me know.

