SAMPLE LETTER
April 29, 2008
Performance and Staff Development Plan; Appraisal Period 7/1/07 - 6/30/08
Staff Member:  Jane Doe 
Supervisors:  Drs. Abbot and Carter

Jane Doe joined my lab as a Research Specialist B in the summer of 2005, and was assigned to work with Dr. Carter on bunyavirus projects.  Over the past year, Jane has learned many techniques, including a variety of cloning and mutagenesis strategies, techniques involving the use and analysis of monoclonal antibodies, and standard protein analysis techniques.  As a result, Jane has acquired the technical repertoire to enable her to work with a greater degree of independence.  She has made important contributions, and this has been acknowledged by the fact that I am sending her to the annual ASV meeting this summer where she will be first-author on a poster that describes much of her work.  This represents an important, and tangible, research accomplishment.


Now that Jane has become a more senior member of our lab, she will have several new challenges this coming year.  First, we want her to play a more active role in the planning of experiments in the coming year.  Second, now that she has mastered so many techniques, it will be important for Jane to work efficiently and maximize her time in the lab.  She will likely have a number of things going on at one time, and careful planning and attention to detail should make it possible to keep several projects moving at the same time, while minimizing mistakes and making sure that appropriate positive and negative controls are always included.  Third, we would encourage her to read more journal articles and present her work at our group meetings.  This is not a requirement, but could be good training for the future, especially if she plans to apply to graduate school.  


In summary, Jane has done a very good job over the past year, and so I have given her the highest mark “staff member consistently exceeds established goals/expectation for the position”.

Sincerely,

Dr. Abbott

THIS LETTER SHOULD SUMMARIZEPERFROMANCE EXPECTATIONS, PERFORMANCE REULTS AND GOALS FOR UPCOMING CYCLE
Summary of Performance: (Check the one category that best describes the staff member’s overall performance)

_X_ Staff member’s performance consistently exceeds established goals/expectations for the position and is clearly outstanding overall.

___ Staff member’s performance consistently meets and frequently exceeds all established goals/expectations for the position. 

___ Staff member’s performance consistently meets established goals/expectations for the position. 

___ Staff member's performance meets some, but not all, established goals/expectations for the position and improvement in specific areas is required. 

___ Staff member's performance is unacceptable for the position and significant improvement is required.

*Staff (JANE DOE’S) Signature_____________________, PENN ID____________________________ 
Date____________________________________

*My signature indicates that the Performance Letter has been reviewed with me and I have received a copy.  It does not necessarily indicate my concurrence with the Performance Letter. 

