
[image: image1.wmf]
PERFORMANCE/PROGRESS REVIEW

	NAME


	DIV./DEPT.


	REVIEW PERIOD

FROM
	TO

	CLASSIFICATION


	CODE


	SUPERVISOR


	DATE




PART I

I.
PERFORMANCE/PROGRESS REVIEW

Describe contributions, performance results, accomplishments, and progress for the review period based on 
(1) expected contributions, results, and progress and, (2) other achievements.  (3) Supervisors should describe individual efforts towards fostering collaboration and teamwork within the work unit and the Laboratory, and efforts towards promoting supportive relationships within a diverse workforce.  (4) For Scientist and Engineer Professional Research Staff, include a listing of the most significant publications for the review period.

II.
EVALUATION OF OVERALL PERFORMANCE

Concise statements which broadly characterize overall performance/progress and contributions during the evaluation period (including Sections III and IV and Part 2).  Check the appropriate Overall Summary Rating.  Note:  For Scientist and Engineer Professional Research Staff in Research Divisions, O, E, M, I, and N ratings boxes are not required and may be deleted from the form.

	
	(O) 
	
	(E)
	
	(M)
	
	(I)
	
	(N) 

	
	Performance has been Outstanding over the review period
	
	Consistently Exceeds expectations
in many areas
	
	Meets expectations in all or most areas
	
	Improvement is needed in some important areas
	
	Performance does Not meet basic expectations for classification
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(Institutional Expectations)

III.
ENVIRONMENT, SAFETY & HEALTH

Working in a safe manner and contributing to a safe and healthy work environment by being aware of potential hazards, taking action to correct deficiencies, and making others aware of health and safety requirements and issues. Supervisors have a particular accountability to model and assure that this expectation is met by all employees within their scope of supervision.
IV.
DIVERSITY

Employees at all levels of the organization are expected to work effectively within our diverse culture by promoting and supporting an environment in which all employees are valued, respected, and included. Managers and Supervisors have the additional responsibility to enhance this development by modeling and sustaining the commitment among team members and staff.

V.
PERFORMANCE PLANNING AND DEVELOPMENT

Identify and describe expected contributions during the next evaluation period.  Also include comments regarding plans for performance improvement, professional growth, and career development.

	Supervisor
	Date
	Reviewed by
	Date


EMPLOYEE COMMENTS (Attach additional sheets if necessary)
	Employee
	Date
	Division Director
	Date


Employee signature indicates this review was discussed but does not necessarily signify concurrence with content.
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PART II
(Note:  Part II is optional for research divisions)
PERFORMANCE/PROGRESS REVIEW

	In the left column, enter the expectations of the current performance period.  Evaluate contributions, performance results, accomplishments, and progress based on the expectations using the ratings below.  Comments must reflect ratings through specific examples of accomplishment.  Ratings:


E
Consistently Exceeds the expectation


M
Performance Meets the expectation


I
Improvement Needed—performance is below the expectation



	Expectations
	Rating
	Comments
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