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FACULTY ANNUAL REVIEW 

COMPLETING A FACULTY ANNUAL REVIEW IN ELEMENTS 

Unit leaders must provide written reviews and evaluation ratings as part of the faculty annual review 
process. Reviews should be provided for the following sections of the assessment: faculty self-evaluation, 
administrative assignments, teaching & mentoring, scholarly & creative works, grants & contracts, and 
service & leadership. 

• To access an annual review assessment that has been submitted for review, login to Elements via 
the Elements link under Instructional Support in your MyLSU or via the Elements URL. 

• Once logged into Elements, reviews for review will be located in your MY ACTIONS box on your 
Elements homepage. 

• Click Reviews to complete. 

 
• Click Start review on the assessment needing your review.  

 

• The introduction page provides some instructions that are also found in this guide. 

https://lsu.elements.symplectic.org/
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FACULTY ANNUAL REVIEW 

 

 

 

 

 

 

 

• Click on B. Attachments to read or download any attachments the faculty member may have included with 
their activity report. Note: when sending the activity report to a secondary unit leader or review committee, 
you’ll need to download any attachments and include those with the activity report. 
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FACULTY ANNUAL REVIEW 

• Click the download button to open the attachment on your computer. 

 
• Click NEXT to move to the next section or click on C. Faculty Self-Evaluation. Verify the faculty member provided a 

self-evaluation for each of the four sections: teaching,  research/creative activities, service/professional activities, 
and overall assessment. Provide your review of their self-evaluation in the Reviews textbox. 

 

• Click SAVE. 
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FACULTY ANNUAL REVIEW 

• Now provide an evaluation rating and review for administrative assignments by clicking NEXT or clicking on D. 
Administrative Assignments. 

• Select an Evaluation Rating from the dropdown menu. 

 

• Type your review of administrative assignments in the text box and click SAVE. 
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FACULTY ANNUAL REVIEW 

• Now, provide an Evaluation Rating and written review for E. Teaching & Mentoring. Note: Repeat these steps for F. 
Scholarly & Creative Works, G. Grants & Contracts, and H. Service & Leadership.  

• Select the Evaluation Rating from the dropdown menu, write a review in the text box, and click SAVE. Note: the 
faculty member selected activities for each of these sections from Elements. The selected 2022 activities will 
appear under the review text box. 

 

• Once you have provided reviews for sections C-H, you’ll need to obtain the secondary unit leader and committee 
reviews if applicable (sections J and K).  

• Download the faculty member’s activity report by clicking the Download button. 
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FACULTY ANNUAL REVIEW 

• Share the downloaded activity report and any attachments with the secondary unit leader and review committee 
via LSU Box or email. Note: the secondary unit leader and/or review committee will need to email you their 
review.  

• Once you receive the secondary unit leader’s review, as the primary unit leader, you will provide that review in J. 
Secondary Unit Leader Review. 

• Select secondary unit leader’s given Evaluation Rating from the dropdown menu. 

 

• Copy and paste the secondary unit leader’s written review in the review text box and click SAVE. 
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FACULTY ANNUAL REVIEW 

• Once you receive the review committee’s review, you will provide that review in K. Committee Review. 
• Select review committee’s given Evaluation Rating from the dropdown menu. 

 

• Copy and paste the secondary unit leader’s written review in the review text box and click SAVE. 

 

• Next, you will complete the I. Graduate Faculty Status section. 
• Select the Graduate Faculty Status from the dropdown menu and provide any comments (if applicable) in the 

review text box. 
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FACULTY ANNUAL REVIEW 

 

 

• Click SAVE. 

• Finally, you will click on the L. Unit Leader Overall Review section and provide your overall review. 
• Click the dropdown menu to select an Evaluation Rating. 



 

LOUISIANA STATE UNIVERSITY ELEMENTS TRAINING   FACULTY MEETING & RESPONSE | 9  
UPDATED 02/06/2023 

 Elements COMPLETING AN ANNUAL REVIEW AS A UNIT LEADER 

 
 

FACULTY ANNUAL REVIEW 

 

 

• Type your overall review in the review text box and click SAVE. 

• Once reviews have been provided for sections E – L, route the review back to the faculty member for their 
response by clicking the SUBMIT button then Faculty Response. Note: Do NOT click the MARK AS DONE button, 
this will send the review into an idle status. 
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FACULTY ANNUAL REVIEW 

 

 

• The Summary screen appears. Click CONFIRM. 

• Once the faculty member completes the M. Faculty Meeting & Response section, the faculty member will route 
the review back to you so that you can send it on to the dean or OAA. 
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