PERFORMANCE REVI EW AND DEVELOPMENT PLAN 2002

NANME | D# DI VI SEC

JOB CLASSI FI CATI ON GROUP

CURRENT JOB RESPONSIBILITIES List najor responsibilities/elenents in order of inportance
noti ng approxi mate percent of tinme spent for each

TRAINING List all training, both in-house and outside, which has been conpleted in the
past year.

REVI EW PERFORMANCE

Quality of Work Consider accuracy, conpleteness, organization, appropriateness of format,
probl em sol ving, creativity in devel oping better output, appropriate priorities. Coment
on whether year’s goals were achieved.

Quantity of Work Consider (conpared to the volume of work expected under nornal
ci rcunst ances) amount of work acconplished, adherence to tine tables/schedules, ability to
set own priorities and to adjust to changing demands, efficiency (little waste, pacing,
etc.).
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Taki ng Action |Independently Consider extent of supervision required, initiative taken in

identifying and correcting errors, in seeking assignments when appropriate, and in
expandi ng job know edge.

Rel ati onship with People Consider co-operation with others, recognition of needs of the
group and treatnment of others with respect and courtesy.

Wrk Habits Comment on how well enployee observes established environnment, health, and
saf ety procedur es. Consi der how wel | enpl oyee uses and cares for
t ool s/ equi prent/materials, organizes tine, conforms to Lab policies/procedures, is
reliable, provides appropriate feedback to supervi sion.

Availability for Wirk Consider attendance record, tardi ness, abuse of breaks, acceptance
of overtine assignnents, notification to supervisor of whereabouts.

Ef fecti veness of Supervision For enployees with supervisory responsibilities, consider
how well s/he leads, directs, utilizes, trains and devel ops subordinates, adnmninisters
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per sonnel policies and procedures effectively and fairly, and contributes to
admi ni stration of equal opportunity/affirmtive action program
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Pertinent/lnportant Factors Not Listed Above (e.g. contributions to assigned conmttees
such as Quality Assurance, ES&H, Conputing, etc.)

Recommendations for |nprovenent of Deficiencies Coment on needed inprovenent for all
aspects of performance nmentioned above which are less than fully satisfactory.

EMPLOYEE COMMENTS

Conpl et ed by | D# Dat e
(supervi sor)

Revi ewed by Dat e
(enpl oyee)

(The signature of the enployee indicates s/he has read the review and discussed it with
t he supervisor.)
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