U.S. DEPARTMENT OF ENERGY

HEADQUARTERS

Performance Plan and Performance Appraisal Form

For

Performance Management System Employees
******************************************************************************

Employee Name:        Social Security Number:      
Position Title/Pay Plan/Series/Grade:     
Organization and Location:      
PERFORMANCE PERIOD:   From: 01/01/1999 
To: 01/01/1999
CHECK ONE:             ANNUAL RATING OF RECORD



             ADVISORY RATING:      
  Detail

   Position Change



             Temporary Promotion          Other (Specify)      


             SPECIAL RATING OF RECORD BASED ON: 




        
LEVELS OF ACCOMPLISHMENT

The level of performance assigned to each critical and non-critical element in employees’ performance plans.  Those levels, with their generic definitions, are as follows:

Level 4

Demonstrates initiative by taking responsibility for planning work and handling unexpected problems; demonstrates innovative thinking, innovative use of available resources, and develops creative solutions; meets or exceeds deadlines; demonstrates high quality work that is technically sound, accurate, and thorough; and initiates collaborative efforts where beneficial to task accomplishment, and works cooperatively with others.  The supervisor is rarely involved in overcoming barriers to performance and this performance is sustained throughout the rating period.

Level 3

Demonstrates initiative by taking responsibility for planning work and handling unexpected problems; demonstrates innovative thinking, innovative use of available resources, and develops creative solutions; meets or exceeds deadlines; demonstrates high quality work that is technically sound, accurate, and thorough; and initiates collaborative efforts where beneficial to task accomplishment, and works cooperatively with others.  Supervisory intervention is periodically required to overcome significant barriers to performance.

Level 2

Adequately plans work and handles problems; usually demonstrates economic use of available resources; develops solutions; meets deadlines; demonstrates work that usually is technically sound, accurate, and thorough; and works cooperatively and collaboratively with others.  The supervisor is required to overcome significant barriers to performance.

Level 1

Level 1 is unsatisfactory performance. 

Employee Name:        
PERFORMANCE APPRAISAL/MANAGEMENT PLAN
Performance Element:     of    
 Weight:         Rating:       (1,2,3, or 4)

One sentence summary statement:

     
******************************************************************************

Tasks. Objectives and/or Activities Related to Element:

(Include relevant organizational goals, strategic plan objectives, related tasks.)
     

PERFORMANCE PLAN CERTIFICATIONS

Section A. Certification of Discussion & Issuance of Elements/Standards

Signature of Rating Official

(signed)

Date

       (name typed)

Signature of Reviewing Official
(signed)

Date

       (name typed)
Employee - I have reviewed and have been provided an opportunity to discuss my elements/standards for this appraisal period with the rating official.


Signature of Employee



Date
   Employee refused to sign

Section B.
Certification of Progress Review - Performance and progress to date have been discussed with the employee.
Progress reviews provide structured, scheduled time for rating official-employee communications at two points of the performance period to: assess progress made toward achieving performance objectives and meeting performance requirements; identify new or previously unnoticed problems affecting the employee’s performance and develop ways to resolve them; and make necessary adjustments in the performance elements and standards.

Planning the progress review meeting is essential to its success.  In advance of the progress review meeting, the rating official should review the elements and standards and assemble copies of relevant documents to share with the employee.  The progress review meeting shall not be used as an occasion for congratulating or blaming the employee.  These meetings are intended for the employee and rating official to explore the circumstances underlying the employee’s evaluation at the time of the review.

NOTE: At the end of the performance period, this page will be detached from the performance appraisal.  It will not be filed in the employee’s performance file.

1st Review





Level of performance as of this review

Element 1.     Element 5.   
Signature of Rating Official 

Date









Element 2.     Element 6.   
       (name typed)
Element 3.     Element 7.   








Element 4.     Element 8.   









Signature of Employee

Date

   Employee refused to sign

******************************************************************************

2nd Review





Level of performance as of this review

Element 1.     Element 5.   
Signature of Rating Official

Date









Element 2.     Element 6.   
       (name typed)








Element 3.     Element 7.   








Element 4.     Element 8.   










Signature of Employee

Date

   Employee refused to sign

Section C. Certification of Performance Rating:
Individual element rating:
Weight:
Total:


Element 1.   

     

   

Element 2.   

     

   

Element 3.   

     

   

Element 4.   

     

   

Element 5.   

     

   

Element 6.   

     

   

Element 7.   

     

   

Element 8.   

     

   


  Total weights:       Total points:       
Overall Summary Rating (total points divided by total weights):       
Signature of Rating Official



Date

      (name typed)

Signature of Reviewing Official


Date

       (name typed)
Employee - I understand that my signature on the appraisal indicates only that I have reviewed the appraisal.  I understand that failure to sign the appraisal does not affect its validity.


Signature of Employee



Date

   Employee refused to sign appraisal

Rating Official Signature: 





    Date:

       (name typed)

