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DISCLAIMER

This document was prepared as an account of work sponsored by the United States
Government. While this document is believed to contain correct information, neither the
United States Government nor any agency thereof, nor the Regents of the University of
California, nor any of their employees, makes any warranty, express or implied, or
assumes any legal responsibility for the accuracy, completeness, or usefulness of any
information, apparatus, product, or process disclosed, or represents that its use would not
infringe privately owned rights. Reference herein to any specific commercial product,
process, or service by its trade name, trademark, manufacturer, or otherwise, does not
necessarily constitute or imply its endorsement, recommendation, or favoring by the
United States Government or any agency thereof, or the Regents of the University of
California. The views and opinions of authors expressed herein do not necessarily state or
reflect those of the United States Government or any agency thereof or the Regents of the
University of California.
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INTRODUCTION

The Performance/Progress Review was implemented in 1987 in three
divisions: Applied Science, Engineering, and Information and Computing
Sciences. This year all divisions will participate in the Review. The
process involves a Performance/Progress Review that replaces the former
Performance Appraisal System and its forms. Compared with the former
system, the Performance/Progress Review process

- provides more detailed guidance to the supervisor and
the employee

- provides for considerably more employee participation in the
process

- provides for more opportunity for employee-supervisor interaction
on an informal basis

- places an increased emphasis on employee development

- eliminates the letter code ratings EMIF (Exceeds Expectations,
Meets Expectations, Improvement Needed, Fails to Meet Expectations)

The process requires that each division develop a Performance/Progress
Review Implementation Plan that includes the following areas:

Selection of Divisional Implementation Coordinators
Supervisory Training

Communication Materials

Divisional Procedures

A Schedule for Conducting the Performance/Progress Review

OO O0OO0OO0

The Implementation Plan must be submitted by March 18, 1988 to the
Personnel Department for review and approval.

Associate Laboratory Directors and Division Heads are jointly
responsible for ensuring that their career employees are appraised in
accordance with the Laboratory’s performance review policy (Regulations
and Procedures Manual, 2.03A).* The Division Heads are responsible for
implementing the Performance/Progress Review System in their
organizations.

The Performance/Progress Review policy guidelines, the procedural steps
in conducting the Performance/Progress Review, and the instructions on
how to fill out the forms are provided in Appendix A. You will also
find these instructions enclosed in each Review form folder when you
order your supply of forms. ‘

This Process Guide is a resource document to provide clarification and
assistance to those responsible for conducting the Performance/Progress
Review and to help you to inform your employees more fully of the

.process and its implementation.

A Timeline for completing the process is outlined on page 2.

* RPM 2.03 is being revised.
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1/21-3/17

3/18

3/25

3/28-4/1

4/4-15

4/17-6/17

PERFORMANCE/PROGRESS REVIEW
IMPLEMENTATION TIMELINE

Select divisional implementation coordinators v ”
Design supervisory training program

Develop communication materials

Develop divisional procedures and schedu]e

Submit Plan to Personnel Department for review and
approval :

Personnel completes review of implementation plans

Divisions complete training-workshop and communication
materials

Divisions train supervisors
Communicate Performance/Progress Review process and

procedure to employees

Supervisors conduct the Performance/Progress Review



PURPOSE OF THE PERFORMANCE/PROGRESS REVIEW

The purpose of the Performance/Progress Review is to help employees
succeed in their current jobs and to develop their potential at the
Laboratory. :

More specifically, the objectives of the Laboratory’s performance/
progress system are to

0 Provide employees and superVisors with a mutual understanding
of job responsibilities and a yearly review of performance and
progress.

0 Develop and maintain positive attitudes and open communication
between employees and their supervisors.

) Encourage discussion of employee career development.
0 Provide input to the salary management process.

The Performance/Progress Review is a positive, highly interactive
process involving communication between employees and supervisors
regarding assignments, development plans, goals, accomplishments, and
problems. The Performance/Progress Review reflects the performance of
the individual in the assignment. It does not compare employees in the
same or similar jobs.

Furthermore, the Performance/Progress Review process is intended to
improve communication between supervisor and employee and to create an
atmosphere that allows a candid approach to performance review as an
ongoing process. Communication should not end when the Performance/
Progress Review form is signed: it should continue as employee and
supervisor interact and communicate throughout the next review period.
Communication should include periodic job-focused discussions based on
the employee’s job duties and responsibilities. The employee and
supervisor can discuss possible changes in job priorities, unforeseen
difficulties in meeting job expectations, and progress in the employee’s
development plan and whether job standards are being met.



PERFORMANCE/PROGRESS,REVIEW FORMS

Four Performance/Progress Review forms in two format styles have been
designed for use in the following broad classification categories:

Scientists and Engineers - Narrative Format

Management and Administrative Professionals - Narrative Format om
Technical - Guided Narrative Format

Administrative Employees - Gu1ded Narrative Format

©CO0O0Oo

The Narrative format designed for Scientists and Engineers calls for
analysis in four separate categories: accomplishments, professional
service, managerial responsibilities, and job-related communication
characteristics; whereas, the narrative form for Management and
Administration Professional Employees calls for an analysis in five
general topic areas: organization, planning, and delegation; problem
solving and decision making; personnel management and supervision;
conflict management and communication; and professional service.

The Guided Narrative format for Administrative Employees (nonrepresented
only) contains boxes for supervisors to check describing performance as
"High", "Recommend Strengthening” or "Not Adequate" - under several
headings such as quality and quantity of work, oral and written
communications, administrative knowledge, -and supervision requ1red In
addition, the form contains one box for "Progress - supervisor comment”
and one for "Not Applicable."

The Technical Employees (nonrepresented only) form also contains
performance boxes to be checked as indicated above, with headings such

as accuracy of work, supervision required, responsibility for materials
and equipment, safety, and quantity of work. This form also contains

one box for "Progress - supervisor comment" and one for "Not Applicable.”

A11 four forms contain a summary section and an employee development
section and provide space for employee comments.

Enclosed in each form folder are the Guidelines for Conducting the
Annual Performance/Progress Review, which include procedural steps in
conducting the Performance/Progress Review and instructions on how to
fill out the forms. The Guidelines are in Appendix A of this Process
Guide.

o a
The specific classifications associated with each of the four employee
categories are shown on each form; however, supervisors can elect to use
whichever form best accommodates the employee’s actual job duties and : v
responsibilities. Should these forms be deemed inappropriate for
certain classifications, modifications are allowed. The modified form,
however, must be rev1ewed and. approved by the Personne] Department
before it is used

Sample completed Performance/Progress Review forms are in Appendix B.

They provide examples of how the forms are to be completed and show the
printed-form format as well as the "electronic-form" format.

-4-



NOTE: "Electronic forms" are available for use on Macintosh, UNIX, IBM,
WANG, and TeX. To obtain the appropriate diskette, you may contact the
Workstation Group in the Computer Center, Bldg. 50B/2239, extension
6858, or the Word Processing/Composition Group in the Technical
Information Department, Bldg. 90/2125, extension 6705. Completed
electronic forms are to be inserted in the Review form folder.



WORKSHEETS

The following forms are enclosed in each form folder:
Employee Worksheet - Attachment A
Supervisor Worksheet - Attachment B
Job Description - Attachment C

. Instructions on éomp]eting the worksheets and job-description form:
follow.

Although the employee has the option of not completing the Employee
Worksheet (Attachment A), the supervisor must complete the Supervisor
Worksheet (Attachment B). The Performance/Progress Review involves an
interactive exchange of information between employee and supervisor, and
the informality of the worksheet is important. It is intended for use
as "working papers" during the meeting that follows the worksheet
exchange. The worksheets should be completed using short, clear
statements.

Employee Worksheet. The Employee Worksheet (Attachment A) describes
from the employee’s point of view the employee’s past accomplishments,
special assignments, training, honors, awards, performance problems,
developmental goals, possible changes to the assigned job duties and
responsibilities, and any other topics or problem areas that the
employee would like to discuss with the supervisor. The employee
worksheet may be maintained in the form folder, if the employee so
desires.

Supervisor Worksheet. The Supervisor Worksheet (Attachment B) describes
from the supervisor’s point of view anticipated changes in.
responsibilities or duties, suggestions on professional development,
performance problems, etc. '

The informal statement on the worksheets may be reflected in the final
version of the Performance/Progress Review. The supervisor’s worksheet
is to be maintained in the form folder. Sample completed worksheets are
in Appendix B.

JOB DESCRIPTION

It is very important that the supervisor prepares a concise, but
complete, job description listing the major job responsibilities, in
order of importance. By ranking job responsibilities and identifying
changes in job content, supervisors and employees should arrive at the
same understanding of responsibilities, which should be emphasized in
meeting short- or long-term objectives. Sample completed job
descriptions are in Appendix B.

ANNUAL SUPPLEMENT TO THE PROFESSIONAL RESUME (ASPR)

Scientists and Engineers are encouraged to complete the LBL Annual
Supplement to the Professional Resume (ASPR), to be attached to the
final version of the Performance/Progress Review. The ASPR is
considered an important component of the Performance/Progress Review.

-6-




SUMMARY STATEMENT

The Performance/Progress Review form provides a space for a Summary
Statement. The supervisor’s Summary Statement should be a concise
summary of the information in the Performance/Progress Review that
indicates the overall performance and progress of the employee. There

is a need for a consistent approach within each Division as to the
language used.

It is imperative that the Summary Statement be consistent with the body
of the Performance/Progress Review. For example, a summary that
describes performance as significantly above or below the "high level

expected" must be supported by information throughout the Performance/
Progress Review text.



EMPLOYEE DEVELOPMENT

It must be recognized that responsibility for employee development rests
with the employee. Supervisors, however, are expected to encourage and
help the employee to establish development plans that will result in
more effective performance or that will enhance the employee’s career
opportunities.

There are many activities that employees can undertake for development.
Examples are accepting new responsibilities in the current job;
accepting short-term tasks outside the current job; accepting special
assignments such as appointments to committees, task forces, or work
groups; and engaging in self education. Employee development may extend
to more formal training such as a short training course in new
techniques or procedures appropriate to the job.

The Performance/Progress Review form includes a section on Employee
Development. The supervisor is to use this section to address an aspect. -
of the employee’s performance that has been identified as "recommend
strengthening” or "not adequate" or to otherwise indicate that
performance needs attention. A hallmark of the best employees is that
they are always changing, learning, developing; therefore, supervisors
are strongly encouraged to use this section in a positive and forward-
looking way for all employees.

On occasion, employee development may extend to formal education, if the
supervisor determines that it will directly benefit the employee’s
assignment. This may Tead to career advancement or a career change, but
promotion. or reassignment is not guaranteed by completion of any program
of formal education.



DIVISION REVIEW

The Performance/Progress Review process provides for a review by the
Division Head of the draft Performance/Progress Review before it is
discussed with the employee. Each Division will need to develop its own
procedure to ensure consistency within the organization.

The signed Performance/Progress Review is sent to the Associate Director
for final review and placement in the employee’s Personnel file.
Employee comments written on the final version of the Performance/
Progress Review will be acknowledged by the Associate Director’s
signature.

A copy of the final Performance/Progress Review is sent to the employee.
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'GUIDELINES FOR CONDUCTING THE
ANNUAL PERFORMANCE/PROGRESS REVIEW

SCIENTISTS AND ENGINEERS

Recommended for use in the 100-150 classification series

PURPOSE

The purpose of the Laboratory’s performance/progress review is to help develop'and motivate employees to contribute
to the Laboratory’s mission. Further, the review should serve to help employees succeed in their current jobs and
develop their potential.

The review is intended to be a positive, highly interactive process. Specific objectives include:

. Providing employees and supervisors with a mutual understanding of job responsibilities and a yearly review of
performance and progress

* Developing and maintaining positive attitudes and open communications between employees and their supervisors
¢ Encouraging discussion of employee career development

* Be consistent with the salary review process and other personnel actions

The performance/progress review is a continuing year-round process involving interaction and communication between
supervisors and employees about assignments, development plans, goals, accomplishments, and problems. The
employee’s performance and progress is documented during the annual performance/progress review. The
performance/progress review reflects the performance of the individual in the assignment. It does not compare employees
in the same or similar job.

PROCESS

Scientists and Engineers at LBL have a wide variety of responsibilities, duties, levels of professional development, and
aspirations. The Performance/Progress Review must allow for this variety. There are, however, common areas. The
form is designed to take advantage of these areas by providing a guide to both the supervisor and the employee as to
items to be considered in the review. The items are suggestive, rather than restrictive or mandatory. Not all of the
items will be applicable to the employee, and the applicable ones will certainly not be of equal importance. Parts of
the form that are not applicable may be so marked or left blank.



Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

STEPS IN CONDUCTING THE PERFORMANCE/PROGRESS REVIEW

Preliminary Material

The employee is encouraged to complete the Lawrence Berkeley Laboratory Annual Supplement to the Pro-
fessional Resume (ASPR). The ASPR is considered an important component of the Performance/Progress
review and may be attached to the final version of the Performance/Progress Review.

The employee may prepare an informal statement of any issues that the employee wants to discuss during
the course of the review. These might include a desired change in responsibilities or duties, aspirations toward
professional development, job-related difficulties, etc. The informal statement would normally be reflected in
the final version of the Performance/Progress Review and may be attached to the final version, if desired.
(Attachment A is the employee worksheet; Attachment B is the supervisor worksheet; Attachment C is the
insert for Current Job Description, and it must be placed in the Performance/Progress Review form.)

The supervisor prepares a draft of the Current Job Description using the Appendix A to Contract 98 guide-
lines in establishing appropriate job content for each job classification. This information, as modified during
the course of the review, becomes part of the final version of the Performance/Progress Review.

The supervisor must prepare an informal statement.of any issues that the supervisor wants to discuss during
the course of the review. These might include anticipated changes in responsibilities or duties, suggestions
toward professional development, performance problems, etc. The informal statement would normally be
reflected in the final version of the Performance/Progress Review and must be attached to the final version.

Exchange of Material
The supervisor and employee exchange the above material several days before meeting to discuss it.

Initial Meeting
The employee and supervisor meet to discuss the preliminary material, any special topics or problems, and
the supervisor’s intent regarding the content of the Performance/Progress Review.

At this stage both the employee and shpervisor should have a common understanding (not necessarily agree-
ment) as to the general thrust of the draft Performance/Progress Review.

Written Draft of Petfoxmance/l’togréss Review
The supervisor prepares a written draft of the Performance/Progress Review.

Management Review of Draft Performance/Progress Review

The Associate Director reviews the draft Performance/Progress Review. The nature of this review is at the
discretion of the Associate Director but should generally focus on omissions, unclear or inicorrect statements,
etc.

Copy of Draft Performance/Progress Review to Employee

After making modifications (if any) to the draft Performance/Progress Review as a result of the management
review, the supervisor gives the employee a copy and schedules a discussion meeting.

Performance/Progress Review Meeting

The supervisor and employee meet to discuss the Performance/Progress Review. The document is modified
as necessary to correct errors of fact. .

The employee is encouraged to add comments to the document.
Both the employee and supervisor sign the document.

Disposition of the Review

The signed Performance/Progress Review is sent to the Associate Director for final review and placement in
the employee’s Personnel File. Employee comments written on the final version of the Performance/Progress
Review will be acknowledged by the Associate Director’s signature.

A copy of the final Performance/Progress Review is sent to the employee.
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HOW TO FILL OUT THE NARRATIVE FORM

The narrative form contains four separate categories: accomplishments, professional service, managerial responsibilities,
and job-related communications characteristics.

PERFORMANCE AND PROGRESS ANALYSIS

The employee’s Annual Supplement to the Professional Resume (ASPR) may be attached to this Performance/Progress
Review. Thus the supervisor’s entry in a given category need not repeat the information contained in the ASPR. Also,
the response need not repeat information contained in the Current Job Description. Rather, the supervisor should con- .
centrate on an analysis of the employee’s performance and progress in the categories, taking into account the
employee’s job description and classification, and the expectations for a professional as expressed in Appendix A. The
analysis for each category would normally address one or more of:

— the expectations of the supervisor
— an indication of the level of performance—the quality and quantity of the work
~ identification of areas needing attention during and/or subsequent to the next review period

~ improvements in performance, or declines in performance, as compared to the previous Performance/Progress
Review

SUMMARY OF ANALYSIS

A concise integration of the above information indicates the overall performance and progress of the employee.

EMPLOYEE DEVELOPMENT

The Employee Development Section identifies three areas: short-range plans, long-range plans, and professional
development.

If the supervisor’s response to a category under Performance and Progress Analysis was identified as needing attention,
then either short- or long-range plans should be addressed. Supervisory comments should include approaches for
strengthening the employee’s skill level.

The area of professional development could address such subjects as a change in the employee’s duties, roles, or
responsibilities; advancement through the Staff Scientist and/or to Senior Scientist series; advancement to a leadership
position; or enhanced recognition in the scientific community.

It must be recognized that the responsibility for employee development rests with the employee; however, supervisors
are encouraged to identify development plans which will result in more effective performance by the employee.

EMPLOYEE COMMENTS

Space is provided for employee comments. Employees are encouraged to comment.

SIGNATURES

Space is provided for employee, supervisor, and division head signatures. The employee’s signature acknowledges that
the Written Review has been read and that a discussion has taken place, but not that the employee necessarily agrees
with the Review.

A-3



GUIDELINES FOR CONDUCTING THE
ANNUAL PERFORMANCE/PROGRESS REVIEW

MANAGEMENT AND ADMINISTRATIVE
. | PROFESSIONAL EMPLOYEES

Recommended for use in the following classifications (nonrepresented employees only):
167.4-5, 168.4-5, 180.1-2, 191.1-5, 194.1-5, 199.1-4, 280.1-3, 344.0-1, 345.0-1

PURPOSE

The purpose of the Laboratory’s performance/progress review is to help develop and motivate employees to contribute
to the Laboratory’s mission. Further, the review should serve to help employees succeed in their current jobs and

develop their potential.

The review is intended to be a positive, highly interactive process. Specific objectives include:

* Providing employees and supervisors with a mutual understanding of job responsibilities and a yearly review of

performance and progress

¢ Developing and maintaining positive attitudes and open communications between employees and their supervisors

¢ Encouraging discussion of employee career development

e Be consistent with the salary review process and other personnel actions

The performance/progress review is a continuing year-round process involving interaction and communication between
supervisors and employees about assignments, development plans, goals, accomplishments, and problems.
employee’s performance and progress is documented during the annual performance/progress review.
performance/progress review reflects the performance of the individual in the assignment. It does not compare employees

in the same or similiar job.

PROCESS

Management and Administrative Professional employees at LBL have a wide variety of responsibilities, duties, levels of

9

professional development, and aspirations. The Performance/Progress Review must allow for this variety. There are,

however, common areas. The form is designed to take advantage of these areas by providing a guide to both the
supervisor and the employee as to items to be considered in the review. The items are suggestive, rather than restric-
tive or mandatory. Not all of the items will be applicable to the employee, and the applicable ones will certainly not be .

of equal importance. Parts of the form that are not applicable may be so marked or left blank.



Step 1

. Step 2

Step 3

Step 4

Step 5

’Step 6

Step 7

Step 8

STEPS IN CONDUCTING THE PERFORMANCE/PROGRESS REVIEW

Preliminary Material

The employee may prepare an informal statement of any issues that the employee wants to discuss during
the course of the review. These might include a desired change in responsibilities or duties, aspirations toward
professional development, job-related difficulties, etc. The informal statement would normally be reflected in
the final version of the Performance/Progress Review and may be attached to the final version, if desired.
(Attachment A is the employee worksheet; Attachment B is the supervisor worksheet; Attachment C is the
insert for Current Job Description, and it must be placed in the Performance/Progress Review form.)

The supervisor prepares a draft of the Current Job Description using the Appendix A to Contract 98 guide-
lines in establishing appropriate job content for eai_:h job classification. This information, as modified during
the course of the review, becomes part of the final version of the Performance/Progress Review.

The supervisor must prepare an informal statement of any issues that the supervisor wants to discuss during
the course of the review. These might include- anticipated changes in responsibilities or duties, suggestions
toward professional development, performance problems,.etc. The informal statement would normally be
reflected in the final version of the Performance/Progress Review and must be attached to the final version.

Exchange of Material
The supervisor and employee exchange the above material several days before meeting to discuss it.

_Initial Meeting

The employee and supervisor meet to discuss the preliminary material, any special toplcs or problems, and
the supervisor’s intent regarding the content of the Performance/Progress Review.

At this stage both the employee and supervisor should have a. common understanding (not necessarily agree-
ment) as to the general thrust of the draft Performance/Progress Review.

Written Draft of Performance/Progress Review
The superwsor prepares a written draft of the Performance/Progress Review.

Management Review of Dtaft Performance/l’togress Review

The Associate Director reviews the draft Performance/Progress Review. The nature of this review is at the
discretion of the Associate Director but should generally focus on omissions, unclear or incorrect statements,
etc.

Copy of Draft Performance/Progress Review to Employee

After making meodifications {if any) to the draft Performance/Progress Review as a result of the management
review, the supervisor gives the employee a copy and schedules a discussion meeting.

Performance/Progress Review Meeting

The supervisor and employee meet to discuss the Performance/Progress Review. The document is modified
as necessary to correct errors of fact.

The employee is encouraged to add comments to the document.

Both the employee and supervisor sign the document.

Disposition of the Review

'The signed Performance/Progress Review is sent to the Associate Director for final review and placement in -

the employee’s Personnel File. Employee comments written on the final version of the Performance/Progress
Review will be acknowledged by the Associate Director’s signature.

A copy of the final Performance/Progress Review is sent to the employee.



HOW TO FILL OUT THE NARRATIVE FORM

The narrative form contains five separate sets of topics under the broad heading of General/Specific Management
Capabilities: (1) organization of unit/work, planning, and delegation; (2) problem solving and decision making; (3) per-
sonnel management and supervision; (4) conflict management and communication; (5) professional service.

PERl"ORMANCE AND PROGRESS ANALYSIS

The supervisor should concentrate on an analysis of the employee’s performance and progress for each set of topics,
taking into account the employee’s job description and classification, and the expectations for a professional as
expressed in Appendix A. The analysis for each set would normally address one or more of:

— expectations of the supervisdr
— indication of the level of performance—the quality and quantity of the work
— identification of areas needing attention during and/or subsequent to the next review period

— improvements in performance, or declines in performance, as compared to the previous Performance/Progress
Review.

SUMMARY OF ANALYSIS

A concise integration of the above information indicates the overall performance and progress of the employee.

EMPLOYEE DEVELOPMENT

The Employee Development Section identifies three areas: short-range plans, long-range plans, and professional
development.

If the supervisor’s response to a category under Performance and Progress Analysis was identified as needing attention,
then either short- or long-range plans should be addressed. Supervisory comments should include approaches for
strengthening the employee’s skill level.

The area of professional development could address such subjects as a change in the employees duties, roles, or
responsibilities; advancement to a leadership position; or enhanced recognition in the Laboratory community.

It must be recognized that the responsibility for employee development rests with the employee; however, supervisbrs
are encouraged to identify development plans which will result in more effective performance by the employee.

EMPLOYEE COMMENTS

Space is provided for employee comments. Employees are encouraged to comment.

SIGNATURES

Space is provided for employee, supervisor, and division head signatures. The employee’s signature acknowledges that
the Written Review has been read and that a discussion has taken place, but not that the employee necessarily agrees
with the Review.

A-7



GUIDELINES FOR CONDUCTING THE
ANNUAL PERFORMANCE/PROGRESS REVIEW

TECHNICAL EMPLOYEES

Recommended for use in the 300, 600, 700 classification series; nonrepresented employees only

PURPOSE

The purpose of the Laboratory’s performance/progress review is to help develop and motivate employees to contribute
to the Laboratory’s mission. Further, the review should serve to help employees succeed in their current jobs and
develop their potential.

The review is intended to be a positive, highly interactive process. Specific objectives include:

¢ Providing employees and supervisors with a mutual understanding of job responsibilities and -a yearly review of
performance and progress

¢ Developing and maintaining positive attitudes and open communications between employees and their supervisors
¢ Encouraging discussion of employee career development

* Be consistent with the salary review process and other personnel actions

The performance/progress review is a continuing year-round process involving interaction and communication between
supervisors and employees about assignments, development plans, goals, accomplishments, and problems. The
employee’s performance and progress is documented during the annual performance/progress review. The
performance /progress review reflects performance of the individual in the assignment. It does not compare employees in
the same or similar job.

PROCESS

Technical employees at LBL have a wide variety of responsibilities, duties, levels of professional development, and
aspirations. The Performance/Progress Review must allow for this variety. There are, however, common areas. The
form is designed to take advantage of these areas by providing a guide to both the supervisor and the employee as to
items to be considered in the review. The items are suggestive, rather than restrictive or mandatory. Not all of the
items will be applicable to the employee, and the applicable ones will certainly not be of equal importance. Parts of
the form that are not applicable may be so marked or left blank.
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

STEPS IN CONDUCTING THE PERFORMANCE/PROGRESS REVIEW

Preliminary Material

The employee may prepare an informal statement of any issues that the employee wants to discuss during
the review. These might include a desired change in responsibilities or duties, aspirations toward professional
development, job-related difficulties, etc. The informal statement would normally be reflected in the final ver-
sion of the Performance/Progress Review and may be attached to the final version if requested.

The supervisor prepares a draft of the current job description using Appendix A to Contract 98 guidelines in
establishing appropriate job content for each job classification. The supervisor must also prepare an informal
statement of any issues that the supervisor wants to discuss ‘during the review. These might include antici-
pated changes in responsibilities or duties, suggestions on professional development, performance problems,
etc. The informal statement would normally be reflected in the final version of the Performance/Progress
Review and must be attached to the final version. (Attachment A is the employee worksheet; Attachment B
is the supervisor worksheet; Attachment C is the insert for Current Job Description, and it must be placed in
the Performance/ Progress Review form.) ’

Exchange of Material
The supervisor and employee exchange the above material several days before meeting to discuss it.

Initial Meeting
The employee and supervisor meet to discuss the preliminary material, any special topics or problems, and
the supervisor’s intent regarding the content of the Performance/Progress Review.

At this stage both the employee and supervisor should have a common understanding (not necessarily agree-
ment) as to the general thrust of the draft Performance/Progress Review.

Written Draft of Performance/Progress Review
The supervisor prepares a written draft of the Performance/Progress Review.

Management Review of Draft Performance/Progress Review

The Associate Director reviews the draft Performance/Progress Review. The nature of this review is at the
discretion of the Associate Director but should generally focus on omissions, unclear or incorrect statements,
etc.

Copy of Draft Performance/Progress Review to Employee

After making modifications (if any) to the draft Performance/Progress Review as a result of the management
review, the supervisor gives the employee a copy and schedules a discussion meeting. :

Performance/Progress Review Meeting

The supervisor and employee meet to discuss the Performance/Progress Revnew The document is modified
as necessary to correct errors of fact. ’

The employee is encouraged to add comments to the document.
Both the employee and supervisor sign the document.

Disposition of the Review

The signed Performance/Progress Review is sent to the Associate Director for final review and placement in
the employee’s Personnel File. Employee comments written on the final version of the Performance/Progress
Review will be acknowledged by the Associate Director’s signature.

A copy of the final Performance/Progress Review is sent to the employee.

A-10
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HOW TO FILL OUT THE GUIDED NARRATIVE FORM

Boxes to be marked (X)

The guided narrative form contains three separate boxes under the general heading of Performance: 1) high, 2) recom-
mend strengthening, and 3) not adequate. In addition, the form contains one box for Progress—Supervisor Comment
and one for Not Applicable.

+ Performance—High The supervisor should indicate by marking an X in this box if the employee is operating at
the high level of performance expected of an LBL employee. The mark may be supplemented by a supervisory
comment in the blank space provided below the list of job factors. In particular,. outstanding performance
should be recognized with a supervisory comment.

¢ Performance—Recommend Strengthening This box would be marked with an X if the employee’s perfor-
mance is satisfactory but could be strengthened. The supervisor should supplement this mark with a comment.
In addition, the supervisor should address the job factor in the Employee Development section of the form.

¢ Performance—Not Adequate This box would be marked with an X if the employee’s performance is not ade-
quate and needs to be upgraded. The supervisor is required to supplement this mark with a comment and to
address the job factor in the Employee Development section of the form.

* Progress—Supervisor Comment A mark in this box is in addition to a mark in one of the Performance
boxes and indicates that the supervisor is making a comment on the employee’s progress during the review
period. For example, the supervisor might check this box as well as Performance—Recommend Strengthen-
ing if the employee’s performance is satisfactory but could be strengthened to merit the mark of
Performance—High. The supervisor then comments on the nature of the improvement. As another example,
suppose the box Performance—Not Adequate had been checked in the previous Review and the employee
had shown no improvement during the current Review period; then, the supervisor would check both this box and
Performance—Not Adequate and would comment on the lack of improvement. '

OTHER JOB-RELATED FACTORS
The space allowed for other job-related factors is for supervisors to add relevant job factors.

" SUMMARY STATEMENT

The space allowed for the summary statement should include a concise integration of the job factors that indicates the
overall performance and progress of the employee.

EMPLOYEE DEVELOPMENT

The Employee Development Section identifies three areas: short-range plans, long-range plans, and professional
development. If the supervisor marked a box indicating that a job factor recommend strengthening, or was not ade-
quate, then either short- or long-range goals should be addressed. Supervisory comments should include approaches for
enhancing the employee’s skill level. These approaches could include the setting of goals, milestones, and timelines or
identifying educational or training opportunities for specific skills.

The area of professional development could address such subjects as a change in the employee’s duties, roles, or
responsibilities; advancement in classification; enhanced recognition in the group, department, or division; or identifica-
tion of a career plan. . :

It must be recognized that the responsibility for employee development rests with the employee; however, supervisors
are encouraged to identify development plans which will result in more effective performance by the employee.

EMPLOYEE COMMENTS

Space is provided for employee comments. Employees are encouraged to comment.

SIGNATURES

Space is provided for employee, supervisor, and division head signatures. The employee's signature acknowledges that
the Written Review has been read and that a discussion has taken place, but not that the employee necessarily agrees
with the Review.
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GUIDELINES FOR CONDUCTING THE
ANNUAL PERFORMANCE/PROGRESS REVIEW

ADMINISTRATIVE EMPLOYEES

Recommended for use in the following classifications; nonrepresented employees only:
166.1. 167.2-3. 168.2-3. 169.2-3, 518.1-5. 519.1, 567.1, 568.1

PURPOSE

The purpose of the Laboratory’s performance/progress review is to help develop and motivate employees to contribute
to the Laboratory’'s mission. Further, the review shoqld serve to help employees succeed in their current jobs and
develop their potential, '

The review is intended to.be a positive, highly interactive process. Specific objectives include:

-« Providing employees and supervisors with a mutual understanding of job responsibilities and a yearly review of
performance and progress

¢ Developing and maintaining positive attitudes and open communications between employees and their supervisors
¢ Encouraging discussion of employee career development

¢ Be consistent with the salary review process and other personnel actions

The performance/progress review is a continuing year-round process involving interaction and communication between
supervisors and employees about assignments, development plans, goals, accomplishments, and problems. The
employee's performance and progress is documented during the annual performance/progress review. The
performance/progress review reflects the performance of the individual in the assignment. It does not compare employees
in the same or similar job.

PROCESS

Administrative employees at LBL have a wide variety of responsibilities, duties, levels of professional development, and
aspirations. The Performance/Progress Review must necessarily allow for this variety. There are, however, common
areas. The form is designed to take advantage of these areas by providing a guide to both the supervisor and the
employee as to items to be considered in the review. The items are suggestive, rather than restrictive or mandatory.
Not all of the items will be applicable to the employee, and the applicable ones will certainly not be of equal impor-
tance. Parts of the form that are not applicable may be so marked or left blank.
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Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

STEPS IN CONDUCTING THE PERFORMANCE/PROGRESS REVIEW

Preliminary Material

The employee may prepare an informal statement of any issues that the employee wants to discuss during
the review. These might include a desired change in responsibilities or duties, aspirations toward professional
development, job-related difficulties, etc. The informal statement would normally be reflected in the final ver-
sion of the Performance/Progress Review and may be attached to the final version if requested.

The supervisor prepares a draft of the current Job Description using Appendix A to Contract 98 guidelines in
establishing appropriate job content for each job classification. The supervisor must also prepare an informal
statement of any issues that the supervisor wants to discuss during the review. These might include antici-
pated changes in responsibilities or duties, suggestions on professional development, performance problems,
etc. The informal statement would normally be reflected in the final version of the Performance/Progress
Review and must be attached to the final version. (Attachment A is the employee worksheet; Attachment B
is the supervisor worksheet; Attachment C is the insert for Current Job Description, and it must be placed in
the Performance/ Progress Review form.)

Exchange of Material
The supervisor and employee exchange the above material several days before meeting to discuss it.

Initial Meeting )
The employee and supervisor meet to discuss the preliminary material, any special topics or problems, and
the supervisor’s intent regarding the content of the Performance/Progress Review.

At this stage both the employee and supervisor should have a common understanding (not necessarily agree-
ment) as to the general thrust of the draft Performance/Progress Review.

Written Draft of Performance/?togtess.Review
The supervisor prepares a written draft of the Performance/Progress Review.

Management Review of Draft Performance/Progress Review

The Associate Director reviews the draft Performance/Progress Review. The nature of this review is at the
discretion of the Associate Director but should generally focus on omissions, unclear or incorrect statements,
etc.

Copy of Draft Performance/Progress Review to Employee

After making modifications (if any) to the draft Performance/Progress Review as a result of the management
review, the supervisor gives the employee a copy and schedules a discussion meeting.

Performance/Progress Review Meeting

The supervisor and employee meet to discuss the Performance/Progress Review. The document is modified
as necessary to correct errors of fact.

The employee is encouraged to add comments to the document.

Both the employee and supervisor sign the document.

Disposition of the Review

The signed Performance/Progress Review is sent to the Associate Director for final review and placement in
the employee’s Personnel File. Employee comments written on the final version of the Performance/Progress
Review will be acknowledged by the Associate Director’s signature.

A copy of the final Performance/Progress Review is sent to the employee.
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HOW TO FILL OUT THE GUIDED NARRATIVE FORM

Boxes to be marked (X)

The guided narrative form contains three separate boxes under the general heading of Performance: 1) high, 2) recom-
mend strengthening, and 3) not adequate. In addition, the form contains one box for Progress—Supervisor Comment
and one for Not Applicable. '

+ Performance—High The supervisor should indicate by marking an X in this box if the employee is operating at
the high level of performance expected of an LBL employee. The mark may be supplemented by a supervisory
comment in the blank space provided below the list of job factors. In particular, outstanding performance
should be recognized with a supervisory comment.

¢ Performance—Recommend strengthening This box would be marked with an X if the employee’s perfor-
mance is satisfactory but could be strengthened. The supervisor should supplement this mark with a comment.
In addition, the supervisor should address the job factor in the Employee Development section of the form.

¢ Performance—Not Adequate This box would be marked with an X if the employee’s performance is not ade-
quate and needs to be upgraded. The supervisor is required to supplement this mark with a comment and to
address the job factor in the Employee Development section of the form.

+ Progress—Supervisor Comment A mark in this box is in addition to a mark in one of the Performance
boxes and indicates that the supervisor is making a comment on the employee’s progress during the review
period. For example, the supervisor might check this box as well as Performance—Recommend Strengthen-
ing if the employee’s performance is satisfactory but could be strengthened to merit the mark of
Performance—High. The supervisor then comments on the nature of the improvement. As another example,
suppose the box Performance—Not Adequate had been checked in the previous Review and the employee
had shown no improvement during the current Review period; then, the supervisor would check both this box and
Performance—Not Adequate and would comment on the lack of improvement.

OTHER JOB-RELATED FACTORS
The space allowed for other job related factors is for supervisors to add relevant job factors.

SUMMARY STATEMENT

The space allowed for the summary statement should include a concise integration of the job factors that indicates the
overall performance and progress of the employee.

EMPLOYEE DEVELOPMENT

The Employee Development Section identifies three areas: short-range plans, long-range plans, and professional
~ development. [f the supervisor marked a box indicating that a job factor recommend strengthening, or was not ade-
quate, then either short- or long-range goals should be addressed. Supervisory comments should include approaches for
enhancing the employee’s skill level. These approaches could include the setting of goals, milestones, and timelines or
identifying educational or training opportunities for specific skills.

The area of professional development could address such subjects as a change in the employee’s duties, roles, or
responsibilities; advancement in classification; enhanced recognition in the group, department, or division; or identifica-
tion of a career plan.

It must be recognized that the responsibility for employee development rests with the employee; however, supervisors
are encouraged to identify development plans which will result in more effective performance by the employee.

EMPLOYEE COMMENTS
Space is provided for employee comments. Employees are encouraged to comment.

SIGNATURES

Space is provided for employee, supervisor, and division head signatures. The employee’s signature acknowledges that
the Written Review. has been read and that a discussion has taken place, but not that the employee necessarily agrees
with the Review.

A-15



APPENDIX B

The following five sample completed Performance/Progress Review Forms,
Employee Worksheets, Supervisor Worksheets, and Job Desriptions (for
fictitious employees) provide examples of how the forms are to be
completed and show the printed-form format as well as the electronic
form format. -

Scientist and Engineers Form (Electronic Form)
Raymond McLagan, Staff Scientist (103.4)

Scientist and Engineers Form
Dennis Galloway, Senior Mechanical Engineer (122.8)

Management and Administrative Professional Employee Form
Martha Owens, Administrative Specialist 4 (168.4)

Technical Employees Form
Jack Brownlowe, Electronics Engineering Technologist I (702.1)

Administrative Employees Form
Mary Hernandez, Administrator 2 (167.2)



Employee Name: Raymond McLagan
Classification: Staff Scientist 2 Title Code: 103.4

Dept./Division: Biology and Medicine

Lawrence Berkeley Laboratory
University of California

Performance/Progress Review
(Scientists and Engineers)
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PERFORMANCE AND PROGRESS ANALYSIS

(An analysis of the employee’s performance and progress
over the course of the review period)

Accomplishments
(Possible Topics for Discussion)

Progress: On going efforts, specific achievements, project. completion,
project initiation

Publications: Refereed articles, books, conference proceedings, LBL
reports ‘
Presentations: Invited talks, seminars, conference presentations,
technical reviews

Other Forms of Recognition: Awards, honors, patents

Ongoing Research or Projects: Participation in project planning,
analysis of results, determining future directions

New Research: Ideas, proposals written, projects funded

Industry Participation: Technology transfer, collaboration.-

Analysis

Your productivity over the past year, in terms of research projects
managed, papers completed, and new initiatives (including funding
proposals) launched, has been truly exceptional. In particular, your
persistence in pursuing sponsorship of xyz research is finally beginning
to pay; hopefully the same will be true for other initiatives you have
spearheaded in the ABC and QRX data arenas. You have been unique in your
efforts to develop new xx proposal - not only in areas of your most
direct interest, but also in support of projects that interested others
in the group (such as the TVV and the CDE project).

In the same time period, you have somehow managed to complete an
impressive number of papers and seminar presentations, as indicated in
your ASPR materials. And, you have successfully begun transferring our
ideas on EFG, by initiating new research activities including your two
papers and the symposium you are organizing this fall.

Your work on FTS seems to have considerable promise for future
development and support from new funding sources. Finally, you have
accepted challenging new responsibilities with respect to the ZZZ
project, for conducting research (and directing GSRA’s).
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Managerial Responsibilities
(Possible -Topics for Discussion)

Leadership Positions: Deputy/ass1stant d1v151on head group 1eader,
department head, program leader

Project Management- Principal investigator, project leader, task manager
Supervision: Adherence to EEO and AA in personnel actions, adherence to
DOE and Laboratory safety regulations, timely completion of Progress
Reviews, development of employees, frequent communication with employees,
effective organization and distribution of workload, understanding of
labor agreements.

Analysis

In your role as PI on the XYZ research, and as leader-of work on the EFG
project, you have demonstrated great patience and willingness to work
with junior staff and an openness to bring in interested staff from other
groups, as well as campus faculty. These linkages have not always been
easy, nor immediately successful in all cases, but you deserve credit for
your continued efforts and (if needed) additional support from me in
clarifying your working relationships with both technical and support
staff in the future. On the other hand, your conscientious efforts to
develop and maintain good communication with colleagues on campus have
set a high standard for such activities in the future.
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Professional Service
(Possible Topics for Discussion)

Professional Societies: Offices; committees, study groups; organization
of conferences, workshops, and technical sessions; journal editorships.
Government: Study groups, advisory panels, testimony, peer review
panels, planning processes

Other Institutions: Technical review panels, advisory committees
Laboratory and Division: Committees, working groups, task forces

Analysis

Your professional services have been most notable in the work with the
GHI committee and in your participation as a panel leader in the upcoming
conference. You have also given generously of your time in reviewing LBL
reports and refereed papers (both within your group and outside the
group). Finally, your untiring efforts in planning new research
proposals under KLM have been a mainstay of that developing effort.
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Job-Related Communications Characteristics
(Possible Topics for Discussion)

Formal Communications: Writing, oral presentations
Informal Communications: Interactions with peers, subordinates,
superiors

Analysis

You have been especially prolific during the past year in producing both
research papers and proposals for new projects. Most of these are
thoughtful and well organized; however, you could sometimes use
additional editorial work. Sometimes it is easy to obtain these services
(e.g., for formal journal articles, with ample deadlines), but for other
instances, including briefings, proposals, and short-deadline reports,
you may find it useful (as many of us would) to seek some additional
training courses in technical - writing including those offered through
the Lab.
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Summary Statement:

On the whole, your enthusiasm, initiative, and hard work over the past
year have produced many tangible products, and the prospects of even more
in the coming year. You are performing at a level that not only meets
but, in several respects, surpasses the high standards expected of an LBL
employee, and have often shown your readiness to accept new challenges.

If anything, you need to guard against tak1ng on too many new (and old)
responsibilities at once.

Employee Development
Short-range plans, long-range plans, and professiona1 development.

I would recommend, as noted, additional training in technical writing and
presentations, to help further improve your skills. I see you continuing
on your recent track, of assuming increased responsibilities within the
group, and serving as a maJor Tink with other LBL groups and those
outside the Lab. A set of issues we need to discuss and resolve in the
coming months is how best to reaffirm your role as a technical leader of
special projects within the group and how to maximize the benefit from
your further involvement in ZZZ projects and other non-DOE projects.

This will also involve some careful thinking about competing demands on
your time and wide-ranging interests.

Employee Comments

Signatures:
Employee Supervisor Division Head
Date Date Date
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Name:

Classification:

Attachment A

EMPLOYEE WORKSHEET

Raymond Mclagan - - ‘Date: _May 9, 1987

Staff Scientist 2 Title Code: __ 103.4

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your supervisor with your input by filling out this Employee Worksheet. The information that you pro-
vide is not required but rather is at your discretion. The following are offered as possible topics:

f

Check here if you would like this Worksheet to be included in your Performance/Progress Review form and
thus in your personnel file. '

Accomplishments

Accomplishments during the review period which are particularly notable and/or that you are particularly proud of,
special assionments. education, training, honors, awards.

Had managing and technical directing responsibilities of the following
projects: a) ABC

b) XYZ

c) QRX

Prepared proposals for DOE, HiJ, KLM, and Director’s PDF. Contacted sponsors
for project funding. Presented project reviews to possible sponsors.
Designed and planned programs XYZ, ABC, and CDE.

Directed GSRA’s Research Technicians, a Staff Scientist I, and a Visiting
professor.

Participated in general group activities.
Assisted researchers in ABC in analyzing collected data.

Organized a symposium for GHI, July 87, in San Diego. Assisted a Chinese
visiting scholar on special project. Prepared .several publications and
reports including:

a) a paper for Science (Refereed),

b) .a paper for Biotechnology Progress (Refereed)

¢) a paper for Nature (Refereed),

d) a paper for Applied Microbiology (Not Refereed),

Prepared the following proposals:
a) DEF (funded)
b) QRZ (funded)

¢) TRE (funded)
d) three XXX proposals (under review)

Special assignments:

1) Reviewed papers for Science and Biotechnology Progress.

2) Reviewed proposals for BBB.
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Future Goals

Short- or long-term goals for your development as an employee, changes to your assigned job duties and responsibilities
that you would like your supervisor to consider.

Try to help those whom I supervise achieve higher-level technical ability in
order to carry out better and more complete assignments.

Begin discussions and preparation for XYZ related activities.
Take a Technical Writing course.

Develop a program at LBL on xxx.

Topics for Discussion

List any topics or issues or problem areas that you wish to discuss with your supervisor during the discussion session.

1) Career development: thre‘is-my future in LBL? (last year questioﬁ)

2) Reclassification: My S$S III is overdue (I believe)

3) Challenge: How can my experience and educational b
used at LBL? (last year question) ackground be best
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Attachment B

SUPERVISOR WORKSHEET

Michael White _ Date: 12 May 1987

Name of Supervisor:

Name of Employee: Raymond Mclagan

Classification: _Staff Scientist 2 Titie code: _103.4

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your employee with your input (beyond that which you are already providing in the Job Description) by
filling out this required Supervisor Worksheet. The following are offered as possible topics:

Accomplishments: Accomplishments of the employee during the review period which you regard as particularly
- notable
Problems: Problems that you, working with the employee, would like to address in the next review
period. -
Changes: Discussion of the changes to the employee’s job duties and responsibilities as identified in the

Job Description

Goals: , Short- or long-term goals for the employee’s development

Major accomplishments - lots of papers completed, underway.
New initiatives and funding proposals - exceptional efforts.

Potential problem: Takihg on too much; too many directions (I have
considerable empathy)

Staff leadership style (career devel. courses?)
Future: How manage'with little research-support staff?
Staff Scientist 3 plans are indefinite.

Options for further development of writing skills.
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Attachment C

JOB DESCRIPTION

Raymond MclLagan 15 May 1987

Employee: Date:

Classification: Staff Scientist 2 Title code: 103.4 ,

Michael White

Supervisor:
Current Review Period: __May 86 through May 87
Next Review Period: May 87 _through. May 88

‘The supervisor provides a concise description of the major job duties and responsibilities of the employee for the time
period of the current Review. [n addition, the supervisor identifies the major job duties and responsibilities for the next
review period in so far as these represent a change: ending, new, mcreasmg, or decreasmg

The Job Description must be included in the employee’s Performance/Progress Review form and thus .in his/her
personnel . file.

Working under the general supervision of the group leader, plan research,
exp]ore new funding sources, and lead other scientific and technical
staff in projects related to ABC and XYZ projects. Participate in or
lead work on zzz and yyy. Serve as PI and project leader for research
related to xyz including DOE and non-DOE work. Lead research and field
tests on xx.
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Dennis Galloway Sr. Mechanical Engineer Titl“ode]22.8 Dept. /Div. Plant Engineering

Classification . . -
Administration Div.

Employee Name

Lawrence Berkeley Laboratory

University of California

Annual Progress Review
Scientists and Engineers

Recommended for use in the 100—150 classification series



¥ & ] ¥

PROFESSIONAL SERVICE JOB-RELATED COMMUNICATIONS

(Possible Topics for Discussion) ' CHARAC_TER]ST]CS
Profeocional Societies: offices; committees; study groups; organization of (Possible Topics for Discussion)
conferences, workshops, & technical sessions; journal Formal Communications: writing, oral presentations
editorships ’ Informal Communications: interactions with peers, subordinates, superiors
Government: study groups, advisory panels, testimony, peer review panels, .
planning processes Analysis

Other Inctitutions: technical review panels, advisory committees

bo d Division: committees, working groups, task forces . . . o .
Laboratory and Divie c l 8 grotp During this review period while you were on the

Analysis ABC project you were heavily involved in
various Conceptual Design Review effort: for
the principal XXX DOE review of the yyy cost

During this review period you have served on both o rened sasl SpaTed, aesebled, A oriats
the Professional and Technical Salary Review for review; for the section DOE for the
Committees for the Plant Engineering Department. reconci]ia%ion of the cost estimate vou led the
You.a]so were an LBL representative on the critical defense of the ABC material during t%ree

design review for the XXX Support System and are separate trips to Washington: and during the
schedule to serve on the DOE review team to review Investigation Panel you §uccéssfu11y led the

the AAA Conceptual Design. defense
During your recent work as Project Manager of
the TRW Project, you have led the group
presentations for various DOE and other reviews
during the last three months. Also, you
completed the DOE IRA review, a semiannual
technical review, cost and schedule review, and
a validation review. Presently, you are in the
advanced stages of planning to start the
project rolling with $15-M appropriation next
year.
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PERFORMANCE AND PROGRESS ANALYSIS
(An analysis of the employee’s performance and progress over the course of the review period)

ACCOMPLISHMENTS
(Possible Topics for Dis‘cussio_n)

Progress: ongoing efforts, specific achievements, project completion, project

: initiation

Publicationo: refereed articles, books, conference proceedings, LBL reports

Preoentations: invited talks, seminars, conference presentations, technical

reviews

Other Formo of Recognition: awards, honors, patents

Ongoing Research or Projects: participation in project planning, analysis
of results, determining future directions

New Research: ideas, proposals written, projects funded

Industry Participation: technology transfer, collaboration

Analyoio

Dennis, this has been an outstanding year for you,
and because of your involvement in both the ABC
and the TRW Project you have gained recognition
outside of LBL. DOE has picked you to serve on
the DEF review team because of your management
experience with the ABC and TRW Projects.

Your involvement with the project budgets, cost
estimates, and construction planning has helped
with the early planning and documentation for the
TRW project. You developed the overall construc-
tion plan schedule and began the process of devel-
oping detailed logic diagrams and expanded schedule
details for the various technical systems. During
the last several months, since taking command of
the TRW project, you have been involved in forma-
1lizing the building program and in negotiating two
separate contracts. The first contract for the
overall site development is nearly complete, and
the second major contract for the desian is being
reviewed by DoE.

MANAGERIAL RESPONSIBILITIES
(Possible Topics for Discussion)

Leadership Positions: deputy/assistant division head, group leader, depart-
ment head, program leader

- Project Management: principal invéstigator, project leader, task manager

Supervision: adherence to EEQ and AA in personnel actions, adherence to
DOE and Laboratory safety regulations, timely completion of
Progress Reviews, development of employees, frequent com-
munication with employees, effective organization and distribu-

tion of workload, understanding of labor agreements

Analysis
For the first part of the review period you
served as the Deputy Head for the Special
Projects Division of the ABC Group.

In this capacity you were responsible for
developing the overall project schedules and
plans. Your also worked with others on the
development of the project management infor-
mation system for use in the project manage-
ment plan to control the project. You

formed a committee to review and select the
most appropriate management software system.
You selected packages that were the most
appropriate to serve the needs of both the ABC
and TRW programs. Since then you have been
involved with implementing these packages

and in customizing the various files and
reports for the specific project needs.

During the second half of the review period you
joined the TRW Project as the Project Manager.
These duties include overall management and
administrative responsibility for the TRW
Project. The specifics of these responsibili-
ties include staffing, cost and schedule deve-
lopment and control, technical systems research
and development, fabrication, installation, and
testing as well as interacting and interfacing
with DOE, user communities, scientific program
leaders, and other interested aroups.
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P1-4

Summary of Analysis:

Dennis, you have had an outstanding year.

TRW Project. This is an 1mportant project for the Laboratory and I am conf1dent that you will achieve a
technically successful project within the cost and schedule envelopes.

Please continue the fine work on the $50.3-M

Employee Development

Short-range plans, long-range plans, and professional development.

Your primary goal for the future is to see that
the TRW. Project is successful at LBL. This
requires you (with my help and the help of
others) to assemble a top-quality staff and to
provide them with the necessary support from all
levels throughout the Laboratory. This project
must be accomplished within budget and on time.

Additionally, I would appreciate your assistance
in training Tom Spurlock as the ABC Group
Leader for XYZ Department.

Employee Comments

Division Head

Signatures:
Employee : Supervisor
Date June 1, 1987 Date May 12, 1987

Date May 12, 1987

RL-6603 (Rev. 1/88)




Attachment A

EMPLOYEE WORKSHEET

Dennis Galloway

Name: Date:

Sr. Mechanical Engineer Title Code: _ 1228

Classification:

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your supervisor with your input by filling out this Employee Worksheet. The information that you pro-
vide is not required but rather is at your discretion. The following are offered as possible topics:

[ ] Check here if you would like this Worksheet to be included in your Performance/Progress Review form and
thus in your personnel file.

Accomplishments

Accomplishments during the review period which are particularly notable and/or that you are particularly proud of,
special assignments, education, training, honors, awards.

NOTE: Employee did not complete this form.
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Future Goals

Short- or long-term goals for your development as an employee, changes to your assigned job duties and responsibilities
that you would like your supervisor to consider.

Topics for Discussion

List any topics or issues or problem areas that you wish to discuss with your supervisor during the discussion session.
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Attachment B

SUPERVISOR WORKSHEET

Earl Marchant Date: 5/12{87

Name of Supervisor:

Name of Employee: Dennis Galloway

Classification: Sr. Mechanical Engineer Title code: l£8_

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your employee with your input (beyond that which you are already providing in the Job Description) by
filling out this required Supervisor Worksheet. The following are offered as possible topics:

Accomplishments: Accomplishments of the employee during the review period which you regard as particularly
notable

Problems: Problems that you, working with the employee, would like to address in the next review
period.

Changes: Discussion of the changes to the employee’s job duties and responsibilities as identified in the

Job Description

Goals: Short- or long-term goals for the employee’s development

Additional information requested from:
Simmons -- 4/17/87, received 5/5/87.
Chew -- 4/17/87, received 5/5/87.

ACCOMPLISHMENTS: This year you have switched from your involvement on the ABC
project management and administration to full time Project Manager for the TRW
Project. You have had an excellent start in this capacity and should continue the
good work. A1l DoE reviews this year have gone well and you have ordganized your
team in an efficient and effective manner in anticipation of a large funding start
10/1/87. You have started to setup a cost and schedule tracking and control system
for the project that is consistent with Laboratory practices and is presently being
considered by the ABC Group. Having two teams using the same system should make
the implementation somewhat easier. Earlier in the review period, you were group
leader for ABC Groups. Your people were well informed and managed properly. This
was particularly good with the organization difficulties in the ABC Group. Overall
you have had an outstanding year. ‘

PROBLEMS: None.

~ CHANGES: During the coming review period, you should have no changes in
gss1gnment. Your duties as Project Manager for the TRW project should keep you
usy.

GOALS: To help with the job pressure and demands on your time (which will be

greater next year), you might want to consider developing and training a deputy.
Additionally, I would appreciate your help in training Tom as the ABC Group Leader.
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Attachmenlt C

JOB DESCRIPTION

Employee: Dennis Galloway Date: 4/23/87
Classification: __SF- Mechanical Engineer Title code: _122-8
Supervisor: £arl Marchant

Current Review Period: May 1986 through April 1987

Next Review Period: 12y 1987 through _APTil 1987

The supervisor provides a concise description of the major job duties and responsibilities of the employee for the time
period of the current Review. In addition, the supervisor identifies the major job duties and responsibilities for the next
review period in so far as these represent a change: ending, new, increasing, or decreasing.

The Job Description must be included in the employee’s Performance/Progress Review form and thus in his/her

personnel file.
Your current classification is that of Senior Mechanical Engineer 2, 122.7 which
is the level where an employee has significant responsibilities for and
contributes to the long-range directions of the Laboratory and the development of
major research policy. At this level, an employee generally has major leadership
responsibilities such as that of a Division, and/or has attained distinction in
the scientific world by specific outstanding contributions to scientific
knowledge.

Specifically for this review period you‘had two assignments. Early in the period
you were Deputy Division Head for XYZ and Group Leader for the ABC Group. More

recently in the present review period you have been named and served as the
Project Manager for the TRW Project.

As the ABC Group Leader your duties include:

° Responsibility for the coordination of the work performance appraisals
for the group personnel,

° Responsibility for the ranking and sa]ary mahagement for the group
personnel,

° Responsibility for the career development including travel and training
of the pesronnel in the group, and

° Responsibility for the safety of group personnel.
As Project Manager for the TRW Project you duties include:

° Responsibility for the overall management and administration of the
construction project.

° Overall responsibility for the R&D effort, desian, fabrication,
interface definition, installation, and testing of all project elements,
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© Responsibility for the cost and schedule control and reporting, and
° Responsibility for the DoE/LBL interactions at the project level.

During the next review period, you will continue as the TRW Project Manager. The
other aforementioned assignments are no longer applicable.
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Administrative Spec.4 168.4 Personnel/Administration

Martha Owens Title code __~ """ Dept./Div.

Employee Name Classification

Lawrence Berkeley Laboratory

University of California

B-21

Performance/Progress Review
Management and Administrative Professional Employees

Recommended for use in the following classifications (nonrepresented employees only):
167.4-5, 168.4-5, 180.1-2, 191.1-5, 194.1-5, 199.1-4, 280.1-3, 344.0-1, 345.0-1



Posgible Topics for Discussion

* Problem solving:

clearly define problems and central issues, identify information needed to
resolve problems, explore numerous alternative ideas and approaches to prob-
lems, generate innovative ideas to solve organizational problems, demonstrate
ability to arrive at sound conclusions, solve problems by own initiative, antici-
pate problems before they develop and take steps to avoid them.

¢ Decioion-Making:

make high quality decisions that take into account both short- and long-range
considerations, take into account the interests and ideas of people involved, set

objectives or outcomes desired, develop methods to measure outcomes of deci-
sions.

Analysis

A1l routine problems are dealt with effectively and

Martha consults as appropriate on more sensitive
issues.

Martha displayed her strong analytical ability in
developing the new benefits plan implementation
procedure. She also identified the need for a

new supervisor workshop and developed and presented
it. Both of these activities resulted in good
employee understanding of the issues and prevented,
I believe, a lot of potential problems.

Possible Topics for Discussion

Conflict Management:

maintain a calm and constructive response in the face of conflict, encourage dis-

cussion on areas of disagreement, encourage cooperative resolution of conflict,
listen to all sides of disagreement, respond to conflict with objectivity and fair-
ness, maintain effective interactions across lines of authority and responsibility.

Communication:

express ideas clearly, concisely, and directly; give recognition to others for their
ideas and actions; give negative feedback constructively; listen attentively, be
considerate of subordinates and coworkers. Organize writing into logical for-

mat; express ideas clearly, concisely, and effectively; use visual aids where
appropriate to clarify points.

Analysis

Martha displays excellent oral and written communi-
cations skills. Although she has improved since the
last review, she needs to continue to make increased
efforts to keep her supervisor informed.

* Professional service:

participate on committees, working groups, and task forces; serve on advisory
panels, peer review panels, and technical committees; participate in professional
societies and outside institutions and organizations for interaction.

Analysis
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Performance and Progress Analysis
(An analysis of the employee’s performance and progress over the course of the review)

General/Specific Management Capabilities

Posgsible Topics for Discussion

¢ Organization of unit/work:

set priorities and accomplish tasks according to their relative importance to
group/unit goals and within fiscal constraints, develop specific procedures to
improve work organization, monitor budgetary plans.

¢ Plonning:

develop orderly, logical, and effective approaches to tasks and responsibilities;
assess present and future group needs; match people and tasks appropriately;
contribute to improved procedures.

¢ Delegation:

reach clear decisions on who will implement an action and what they will do,
set due dates and timetables for progress checks, ensure that appropriate level
of authority is delegated with the responsibility.

Analysis

Martha's work group is well organized; priorities are
set, plans made and tasks accomplished accordingly.
Her planning ability is especially important during
the fall "crunch" on recruiting which she continues
to handle smoothly.

Possible Topics for Discussion

Personnel Management and Supervision:

adherence to EEO and AA in personnel actions, adherence to DOE and
Laboratory safety regulations, understanding of labor agreements, provide
subordinates with clearly defined goals, provide training to help employees
effectively perform their assignments; be prompt in addressing employee con-
cerns; provide timely feedback to employees on performance issues; hold subor-
dinates responsible for performance; counsel employees straightforwardly on
discipline problems; avoid impulsively applying strong corrective measures;
create and implement employee development plans; conduct progress reviews
in a timely manner; identify and develop employees in anticipation of future
staffing needs; recruit, attract, and select the most qualified staff to meet organ-
izational needs with due consideration for equal employment opportunity goals.

Analysis

Martha adheres to all applicable personnel policies,
and, as her position requires, encourages and

instructs other supervisors to do so. Her coordination
of the recruiting effort is a major factor in the suc-

cess of our operation, and she has expanded that effort
since last year.

Martha needs to work more intensely with the computer
programmer to improve her performance. Expectations
must be clarified, goals set and frequent feedback

is required, especially on inadequate performance.

B-23



vZ-4

Summary Statement:

expected of an LBL employee.

Over the last year, Martha has continued at the high level of performance

Employee Development

Short-range plans, long-range plans, and professional development.

Short range:

- Evaluate justification for adding more colleges
to recruiting schedule

— Take short course in business statistics

- Schedule periodic (probably monthly) reviews
with computer programmer.

Long range:
- Look for opportunities to broaden personnel

expertise - e.q., service on grievance committees,
other inter-Divisional groups

Employee Comments

Signatures:
Employee Supervisor
Date Date

RL-6604 (Rev. 1/88)

Division Head

Date




Attachment A

EMPLOYEE WORKSHEET

Martha Owens 3/15/87

Name: Date:

Classification: Administrative Specialist 4 Title Code: __-l_6§4__

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your supervisor with your input by filling out this Employee Worksheet. The information that you pro-
vide is not required but rather is at your discretion. The following are offered as possible topics:

[./{ Check here if you would like this Worksheet to be included in your Performance/Progress Review form and
‘ thus in your personnel file.

Accomplishments

Accomplishments during the review period which are particularly notable and/or that yod are particularly proud of,
special assignments, education, training, honors, awards.

Expanded college recruiting program, adding 1 college and 2 recruiters.
Planned, developed "And Now You Are One" and presented innovative workshop for

new supervisors.
10 supervisors trained

First use of video-tape role playing in Division training.
Completed short course in "Time Management."
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Future Goals

Short- or long-term goals for your development as an employee changes to your assigned job duties and responsibilities
that you would like your supervisor to consider.

Would 1ike to move programming respon51b111ty to the data processing section.
Add 2 more colleges to next year’s recruiting schedule.

Topics for Discussion

List any topics or issues or problem areas that you wish to discuss with your supervisor during the discussion session.

Promotion to Manager of Unit.
Work on Lab-wide committee.
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Attachment B

SUPERVISOR WORKSHEET

Harold Vann Date: _ 3/25/87

Name of Supervisor:

Martha Owens

Name of Employee:

Classification: _ Administrative Specialist 4 Title code: _ 108.4

The performance/progress review involves an interactive exchange of information between employee .and supervisor.
Please provide your employee with your input (beyond that which you are already providing in the Job Description) by
filling out this required Supervisor Worksheet. The following are offered as possible topics:

Accomplishments: Accomplishments of the employee during the review period which you regard as particularly

notable |
Problems: A Problems that you, working with the employee, would like to address in the next review
period.
Changes: Discussion of the changes to the employee’s job duties and responsibilities as identified in the

Job Description

Goals: Short- or long-term goals for the employee’s development

Accomplishments

Held two training sessions for new supervisors cn techniques for
effective supervision’

Drafted an imp]ementation plan for benefit plan switch over
Continued good college recruiting program

Problems

Supervisory - work to improve performance of programmer reporting to you

Technical - provide management with more meaningful and timely recruiting
reports

Goals
Short range:
Develop an improved understanding and ability to manipulate and interpret

statistical data - specific goals are to independently produce the EEQ
report due next fall, and provide weekly recruiting update reports
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JOB DESCRIPTION

Martha Owens 3/25/87

Employee: Date:

Classification:

Supervisor: Harold Vann

Current Review Period: April 1986 through April 1987

Next Review Period: APril 1987 through April 1988

Administrative Specialist 4 Title code: 168-4

Attachment C

The supervisor provides a concise description of the major job duties and responsibilities of the employee for the time
period of the current Review. In addition, the supervisor identifies the major job duties and responsibilities for the next

review period in so far as these represent a change: ending, new, increasing, or decreasing.

The Job Description must be included in the employee’s Performance/Progress Review form and thus in his/her

personnel file.

Martha holds the position of personnel and compensation analyst.

duties includes:

° managing the annual college recruitment function

Her

° developing and maintaining data, records and statistical information

regarding employees, and applicants

° providing training and other support to supervisors for their

hiring, evaluation and other personnel actions

supervising a computer programmer and a secretary

educational and leave requests
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it sness) LTttty ZeCANGE - . .
Employee Name % %&WM t/&m [77 / “ Title code _______¢A"? / Dept. /Div.'é;é Wé— m/j’mm"’)

lassification

[—

Lawrence Berkeley Laboratory

University of California
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2. Consistently follows preventive maintenance schedule.

level of workmanship.

i ¥ 7
2. Develops equipment that meeis programmatic deadlines while maintaining a high

3. Maintains security and protection of materials and equipment.

3. Uses time effectively.

T

L cidia, TN
WMWW,(CZL

FOR SUPERVISORS

1. Creates and implements development plans for employees.

SAFETY
1. Consistently follows all safety regulations and guidelines set down” by DOE and the
Laboratory.
X 2. Accepts safety advice from management and peers.

2. Communicates with employees frequently.

3. Explains safety rules to others.

3. Organizes and distributes workloads effectively.

4. Corrects unsafe practices and work-conditions and informs proper authorities of
) hazardous conditions.

4. Produces timely progress revi:ws.

5. Adheres to EEO and AA in personnel actions.

6. Adheres to DOE and Laboratory safety regulations.

7. Understands labor agreements, if applicable.

ACCEPTANCE OF ASSIGNMENTS

1. Takes on assignments productively.

2. Seeks clarification of assignments from supervisor when needed.

8. Responds appropriately during emergencies.

4. Adapts to policy or procedural changes.

. Foliows instructions.

OTHER RELATED JOB FACTORS

&WWMW

T Vnﬂ/m/ Wma«b c_uw
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JOB FACTORS TO BE REVIEWED

The guided narrative form contains three separate boxes under the general heading of Performance: 1) high, 2) recommend strengthening, and 3) not adequate. Performance—High: The employee is
operating at high level of performance expected of an LBL employee. In particular, outstanding performance should be recognized with a supervisory comment. Performance—Recommend
Strengthening: The employee’s performance is satisfactory but could be strengthened.” The supervisor should supplement this mark with a comment. Performance-—Not Adequate: The employee’s
performance is not adequate and needs to be upgraded. The supervisor is required to supplement this mark with a comment. In addition, the form contains one box for Progress—Supervisor Com-

ment and one for Not Applicable. Progress-—Supervisor Comment: A mark in this box is in addition to a mark in one of the Performance boxes and indicates that the supervisor is making a com-
ment.
Perfor-

aa Progress ;’:‘::: Progress
o
.g L
H
E o
14 -
sl &, 8 2| & Bz
- 2 ol 8%
HEEEINY HIRE B
B s 8 Q 2 4 5‘5
E‘ § < © & . 3| @0
R GENERAL JOB CAPABILITIES R ACCURACY OF WORK
I ez ziZT ez
. i lyze, ., and impl t kabl lutions t
1. Is technically competent to analyze, propose. and implement wor @ solt ° 1. Produces work that conforms to specifications and is error free.
problems.
i Lab: d , )
2. Has a working .knowl‘edg.e of and follows group/Laboratory procedures, processes 2. Maintains complete records and files for future, historical, or research purposes.
and documentation guidelines.
: : - ) - s
3. Clearly and easily explains areas of expertise to both technical and nontechnical per- 3. Works accurately and in a timely manner.
sonnel.
4. Carries out essential job responsibilities. i 4. Performs special assignments independently.
i ho A
x i 5. Is recognized as a knowledgeable resource in area of responsibility. "7" WW a <./
rani
6. Expands knowledge of job-related developments at the Laboratory. /(/(‘%' W

;?, 1/7\@0ﬂ¢4441114bi/4,7;/

AVAILABILITY FOR WORK
SUPERVISION REQUIRED 1. Has acceptable absenteeism/tardiness rate.

. orms supervisor on progress of assignments rather than waiting for supervisor to ask. .
1. Informs supe n progres 9 d P 2. Works overtime when needed.

2. Originates action on assignments without instruction or direction from supervisor
or_others. 3. Provides information on whereabouts in case of emergency situations.

3. Completes job-related tasks as assigned with little or no supervision.

T hn . ae @ phor T ol

QUANTITY OF WORK
RESPONSIBILITY FOR MATERIALS/EQUIPMENT -

[ I l l " _l l | [le 1. Produces a quantity of work that meet® work unit demands.
! ! $ Carias thas cddnling An mab basarnnc aobeaetad Jozica maceeal amacstion [
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Summary Statement:
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Employee Development

nd professional development.

2.4l

Short-range plans, long-range plans, a
e 2
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oﬂ/

@WWW azz,ﬁz

W%

Employee Comments

ﬂm
Signatureo:
E:nployev% 2% 5/}/”10"7/&70‘1/ rrrrrrr Division Head
e 52— 87 e 526-8F e 5 /65

RL-6605 (Rev. 1/88)




Attachment A

EMPLOYEE WORKSHEET

Name: J&C‘< Browﬂ [0 w) € Date: L{ !7_(/ €

Classification: E !fC’{"’Of’\ l‘ s Eﬂé inaevin j; Tl"/L I Title Code: _’1_22\_1_

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your supervisor with your input by filling out this Employee Worksheet. The information that you pro-
vide is not required but rather is at your discretion. The following are offered as possible topics:

" Check here if you would like this Worksheet to be included in your Performance/Progress Review form and
thus in your personnel file.

Accomplishments

Accomplishments during the review period which are particularly notable and/or that you are particularly proud of,
special assignments, education, training, honors, awards.

~Repairing Aata [fneg
— SeT UP Gmd Mepaired C(RT terminals

— Took. (o mp vter  Maintenance Copuvge o

Chabst colleqe
4

B-33



Future Goals

Short- or long-term goals for your development as an employee, changes to your assigned job duties and responsibilities
that you would like your supervisor to consider.

Topics for Discussion

List any topics or issues or problem areas that you wish to discuss with your supervisor during the discussion session.

~AddiHna !l Couvses In Computer Mdin Hndnce

B-34



Attachment B

SUPERVISOR WORKSHEET

Name ‘of Supervisor: 7’;;’7 Led o 'crc Date: ‘IL// 7‘4 F7

Name of Employee:

Tacr Broiwnlowe

Classification: &lee Fro hics L/\aq /o eerina 9 Title code: M

7CZ¢;AAﬂl'/olylZ§/E',Z"

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your employee with your input (beyond that which you are already providing in the Job Description) by
filling out this required Supervisor Worksheet. The following are offered as possible topics:

Accomplishments: Accomplishments of the employee during the review period which you regard as particularly
notable

Problems: Problems that you, working with the- employee, would like to address in the next review
period.

Changes: Discussion of the changes to the employee’s job duties and responsibilities as identified in the
Job Description '

Goals: Short- or long-term goals for the employee’s development

frob leans :

Nnconsisteat Luorke produvction

Too many <trprs
. Tov many p-&/SO'YlL/ T{//Lphovm cafly

¢ TRRA NCSS

Chimaes -

. Imeprove (ovork habits |
- Thke o ot dﬂall%gt‘nj t(_js"jh mem*/,{

qulj"

-Ttain o0n nNew L-MPU'}QA’ —C-iuifmw a f

Tinme  aud toqu,or all ow s
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Attachment C

JOB DESCRIPTION

Employee: __Jack Brownjowe Date: __4/25/87

Electronics Engineering - Title code: _/02.1
Technologist 1
Tom Reddick

Classification:

Supervisor:
Current Review Period: 4-1-86 through 4-1-87
Next Review Period: _ 4-1-87 through 4-1-88

The supervisor provides a concise description of the major job duties and responsibilities of the employee for the time
period of the current Review. In addition, the supervisor identifies the major job duties and responsibilities for the next
review period in so far as these represent a change: ending, new, increasing, or decreasing.

The Job Description must be included in the employee’s Performance/Progress Review form and thus in his/her
personnel file. ’

Under direct supervision, provide technical support and assistance to higher level staff in the

field of electronics technology in one or more of the following areas: Maintenance, development,
. installation and fabrication relating to instrumentation, control systems, computers and peripheral

equipment, telecommunication systems, accelerators and ancillary research apparatus.

Perform generally standardized assignments. Follow prescribed work methods or explicit
instruction. May use computer programs and operate associated equipment to accomplish
assignments.

According to specific instructions, maintain, test, inspect, calibrate, operate, troubleshoot, repair,
modify, install, layout, fabricate, or assemble a variety of components, device, instruments,
circuits, equipment or systems and perform related technical support activities.
Must demonstrate a general working knowledge of electronics technology, in one or more of the
specified areas, usually acquired through a combination of education and experience.

In addition, your specific responsibilities have included:

- Following all acceptable safety precautions and procedures including keeping a safe and
clean work area.

- Maintaining thorough familiarity with all Develcon SOI command structures and formats.

- Following established procedures in installing, maintaining, documenting, and repairing
data lines and circuits interfacing users in GANDALF and DEVELCON dataswitches. This
includes ETHERNET and APPLENET Local Area Networks, computer interfaces, I[/O
devices and other telecommunications equipment.

- Maintenance of supporting equipment, including dedicated lines, modems, data terminals,
long line driving equipment, multiplexers, data line support units, and remote line
communications units. :

- Operation, initial set-up and repair of existing CRT data terminals and simple hardcopy
printer repairs. '

- Keeping the shop on-line trouble log records up-to-date and printed out.
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Employee Name Ma V‘JL H’t?‘nandﬁ? Classification PAminls {Vd‘/ﬂf 2 Title code _[_6_7__2_ Dept. /Div. E/p(\fyan ic Engu'm-e v’
Engineering Diui'sign

]

Lawrence Berkeley Laboratory

University of California

Performance/Progress Review
Administrative Employees

Recommended for use in the following classifications; nonrepresented employees only:
166.1. 167.2-3. 168.2-3, 169.2-3. 518.1-5, 519.1, 567.1. 568.1



[ <

QUALITY OF WORK

‘11. Produces documents that conform to specifications and are error free.

2. Maintains complete records and files.

e Lab cncd do aun _M?@Lluﬁ yob.

WRITTEN COMMUNICATIONS

3. Produces neat, accurate, and well formatted docum

1. Organizes writing logically.

4. Minimizes errors by double checking assignments. v 2. Expresses ideas clearly, concisely, and effectively.
8. Performs special assignments independently. v 3. Uses correct grammar and spelling.
6. Exercises sound judgment in carrying out duties.
FOR SUPERVISORS
AVAILABILITY FOR WORK 1. Creates and implements development plans for employees.
1. Has an acceptable attendance record. v 2. Communicates with employees frequently.
i % , .

2. Works overtime when necessary. W | 3. Organizes and distributes workloads effectively.
8. Provides information regarding whereabouts in case of emergencies. v 4. Produces timely progress reviews.

%4 5. Adheres to EEO and AA in personnel actions.

v 6. Adheres to DOE and Laboratory safety regulations.
v 7. Understands labor agreements, if applicable.

ADMINISTRATIVE KNOWLEDGE

1. Understands how groups, departments, and divisions of the Laboratory work with each
other.

2. Understands role of LBL as a national laboratory and its relations with DOE and the
University of California.

3. Follows Laboratory, DOE, and University of California rules and policies.

oo do not Svperviie divectly, bot dointwract
W i g-},_,H b cover worte loads ) meeft~ d-eutl}nq
efe . Yov did Hais withoo Hdisco pH‘M'r‘bm~5oiuj

wole of the v .

4. Can identify key people and organizations as sources of support.

OTHER RELATED JOB FACTORS

5. Establishes strong relationships with key people by sharing information and expertise.
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JOB FACTORS TO BE REVIEWED

The guided narrative form contains three separate boxes under the general heading of Performance: 1) high, 2} recommend strengthening, and 3) not adequate. Performance—High: The employee is operat-
ing at high level of performance expected of an LBL employee. In particular, outstanding performance should be recognized with a supervisory comment. Performance—Recommend Strengthening: The
employee’s performance is satisfactory but could be strengthened. The supervisor should supplement this mark with a comment. Performance-—Not Adequate: The employee's performance is not adequate
and needs to be upgraded. The supervisor is required to supplement this mark with a comment. In addition, the form contains one box for Progress—Supervisor Comment and one for Not Applicable.
Progreso-—Supervisor Comment: A mark in this box is in addition to a mark in one of the Performance boxes and indicates that the supervisor is making a comment.

| Parlor- Prograse i :..'"‘:;' Progress
B ] i € K G =
HIEHRE 3 33 33
i g 5 g E B LE
< 3|43 H_ 63 33
BlEs 3 / GENERAL JOB CAPABILITIES PESE QUANTITY OF WORK
V] 1. Carries out essential job responsibilities. v 1. Produces a quantity of work that meets work unit demands.
v 2. Is able to analyze, propose, and implement workable solutions to problems. ) W 2. Uses time effectively.
4
4 3. Is recognized as a knowledgeable resource in area of responsibility.
L SKI
SUPERVISION REQUIRED ORGANIZATIONAL SKILLS
1. Sets prioriti d lishes task ding to thei ive i .
%1 1. Informs supervisor on progress of assignments rather than waiting for supervisor to ask. s priorities and accomplishes tasks according to their relative importance
. ) X . _ v 2. Develops specific procedures to improve work organization.
Vv 2. Originates action on assignments rather than waiting for supervisor to foilow up.
y 3. .
Vi 3. Completes job-related tasks as assigned with little or no supervision. id Completes work on time.
You are G 'lme, YL'OC *Mf +o dC(Cff' new +eclhhvo l Osl'c _() as 74 4. Accepts delays and other constraints.
I Com(?ﬂ{f'f, bot have Shown Good q‘rhU’H'v awd
. . |7 5. Functions productively under pressure.
I CC-C("dmcc 1 Fhat oyea Hus Year.

ACCEPTANCE OF ASSIGNMENTS

1. Seeks clarification of assignment from supervisor when needed.

L4 2. Responds effectively during emergencies.

ORAL COMMUNICATIONS

W 3. Adapts readily to policy or procedural changes. )
v 1. Expresses ideas clearly, concisely, and directly.

1% 4. Follows instructions. v

2. Works to clear misunderstandings with peers, users, or management.

1Y, 3. Provides immediate supervisor with pertinent information on a timely basis.

v 4. Communicates effectively at all levels.

‘ ) Jou mievact at all levels, bothl |1 awk odtsrde
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Voo generally perform above the high |evel expected of an LBL emplayee .
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Employee Development

Short-range plans, long-range plans, and professional development.
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Employee Comments

Signatureo:

Employee

Supervisor

Date g?/ll §F Date J’//X/ N4

RL-6602 (Rev. 1/88)

Division Head

Date
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Attachment A

EMPLOYEE WORKSHEET

Mary Hernandez Date: _ 2/4/87

Name:

Classificatibn: Administrator 2 Title Code: _M

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your supervisor with your input by filling out this Employee Worksheet. The information that you pro-
vide is not required but rather is at your discretion. The following are offered as possible topics:

[] Check here if you would like this Worksheet to be included in your Performance/Progress Review form and
thus in your personnel file.

Accomplishments

Accomplishments during the review period which are particularly notable and/or that you are particularly proud of,
special assignments, education, training, honors, awards.

I felt it was an accomplishment to have been part of the successful XYZ
project. Other noteworthy items included the good rapport I maintained with
CARA (California Association for Research in Astronomy) personnel, my ability
to get along with the diverse personnel associated with XYZ and the ABC
department, and viewing the various changes, such as the introduction of the
Macintosh Plus, in a growth perspective.

T. Jones asked me to set up a Purchase Request monitoring index using the

Macintosh; this system proved very useful to the project. I was pleased to
participate in the purchase process.
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Future Goals

Short- or long-term goals for your development as an employee, changes to your assigned job duties and responsibilities
that you would like your supervisor to consider.

Take a project management course.

Topics for Discussion

List any topics or issues or problem areas thaf you wish to discuss with your supervisor during the discussion session.

New travel responsibility
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Attachment B

SUPERVISOR WORKSHEET

Joan Barry  Dpate: _5/12/87

Name of. Supervisqr:

Name of Employee: Mary Hernandez

Classification:

Administrator 2 _ '  Title code: 10672

The performance/progress review involves an interactive exchange of information between employee and supervisor.
Please provide your employee with your input (beyond that which you are already providing in the Job Description) by
filling out this required Supervisor Worksheet. The following are offered as possible topics:

Accomplishments: Accomplishments of the employee during the review period which you regard as particularly
notable

Problems: Problems that you, working with the employee, would like to address in the next review
period.

Changes: Discussion of the changes to the employee’s job duties and responsibilities as identified in the

Job Description

Goals: Short- or long-term goals for the employee’s development

Additional information requested from:
V. Pickett -- 5/1/87, received 5/5/87.
A. Kim -- 5/1/87, received 5/5/87.

ACCOMPLISHMENTS: Your've had a great year Mary and have helped XYZ stay on the
path as well as aided in the transition of leadership on TFG. You go the extra step
in making things happen on time, and voluntarily put in the time it takes to get the
job done. You continue to work independently with little or no supervision. You
continue to be our "Wang Specialist" and maintain the overview of this equipment for
Electronic Engineering. Specific areas where I feel you made excellent progress
this year are in the use of the Macintosh-expanding your capabilities and knowledge
of it, and becoming more comfortable with it. You assumed my supervisory
responsibilities and oversaw the workload during the month of October 1986, while I
was on vacation. [ left comfortable in the fact that things would run smoothly
during my absence, and was not disappointed. I agree with you that you have
maintained excellent personnel relations with CARA personnel and the diverse
personalities that people the TFG project--that indeed is an accomplishment!

Keeping Sam's feathers unruffled is also an accomplishment, even though difficult at
times. When Sam volunteered to buy us a Wang Laser Printer, I really appreciate the
fact %hit you pursued the required information and took action to make the purchase

a reality.

PROBLEMS: None that I am aware of. Are there things we can do to make office
1ife better for you?
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CHANGES: With Judy's retirement and the ultimate winding down of xxx we need
to discuss where we go from here. Something always seems to come along. I would
like to involve you more in the 8000 work AAA and in the interactions with the
office of Sponsored Research that this entails. In fact, I would like to turn this
whole thing over to you. Let's talk about it, and any other changes you envision.
You have a better perspective from your day-to-day interactions with projects and
people than I do in terms of what's happening downstream. ..

GOALS: Training as available and as applicable for the Macintosh, and in
the areas of your responsibility. Work with Lee to learn the travel system more
in depth, including preparation of vouchers. Involvement in a department or lab
committee of some sort, to broaden your knowledge of the organization.
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Attachment C

JOB DESCRIPTION

Employee: Mary Hernandez | ‘Date: May 1,1987
Classification: _Admnistrator 2 Title code: 107 -2
Supervisor: Joan Barry

Current Review Period: May 1986 through April 1987

4 April 1987 through _APTil 1988

Next Review Perio

The supervisor provides a concise description of the major job duties and responsibilities of the employee for the time
period of the current Review. In addition, the supervisor identifies the major job duties and responsibilities for the next
review period in so far as these represent a change: ending, new, increasing, or decreasing.

The Job Description must be included in the employee’s Performance/Progress Review form and thus in his/her

personnel file. . L. . .
You perform the functions of an Administrator 2. In this capacity, under

direction, you perform assignments of moderate complexity and develop solutions
to a variety of problems of moderate scope and complexity. Your work is reviewed
for soundness of judament and overall adequacy and accuracy. You represent the
ordanization in providing solutions to problems associated with specific
projects. Full delegation of authority may be given in your assigned area and
work would be reviewed in terms of meeting overall goals and objectives.
Independent use and/or application of basic principles, theories and concepts as
well as independent use of special knowledge and/or skills is required to meet
established objectives. You have frequent intra- and inter-organizational and
outside-Laboratory contacts.

Specifically, you provide administrative/secretarial support to yyy and other
Programs supported by BBB as well as to Division management. This has included:

° independent cost control functions;

° preparing financial reports and analyses for inclusion in progress and
management reports to sponsors;

° frequent contacts with internal and external organizations, frequently
at management levels;

° preparing programmatic materials and handling arrangements for
workshops and technical meetings;

° establishing priorities and reassigning work to others to meet
deadlines;

° arranging travel, and providing backup to our travel coordinator as
required;

o

coordinating AB use of Wang system;

(]

covering workload demands in coworkers absence;
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° performing other administrative/secretarial duties and responding to
requests and special assignment.

It is expected that your job responsibilities will remain the same during the
next review period. Your assignment with Joe is basically complete because of
his retirement, though his project responsibilities will continue under the
direction of Eleanor. I hope to turn over to you responsibility for monitoring
our Work for Others accounts, and the interaction with the Office of Sponsored
Research that goes along with this function.
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