Employee Performance Appraisal (continued)


PRIVATE

BROOKHAVEN NATIONAL LABORATORY

Performance Appraisal

	Employee’s Name:
	     
	Life Number:
	     

	Job Title:
	     
	Dept./Division:
	     

	Period of Appraisal:
	       To       
	Date:
	     

	Reviewer’s Name:
	     
	Title:
	     


Who should use this form:  Employees for whom formal goal planning is not appropriate.


Instructions:
1. Reviewer completes Sections I and II.

2. Reviewer completes Sections III and IV using the performance levels defined below:
DP
(Distinguished Performance) = Consistently performs above performance expectations
CP
(Commendable Performance) = Often performs above performance expectations
EP
(Expected Performance) = Meets performance expectations for a fully qualified individual at that job level
NI
(Needs Improvement) = Occasionally performs below performance expectations
UP
(Unsatisfactory Performance) = Frequently performs below performance expectations
3.
Reviewer completes Section V.  Improvement Plans are required for any Needs Improvement or Unsatisfactory Performance ratings received in Section III or a Summary Performance Level of NI or UP in Section IV.
4. Reviewer signs and dates form and gives it to his or her manager for signature.

5. Reviewer discusses the signed appraisal with the employee and offers employee an opportunity to enter comments in Section VI, regarding both the completed appraisal form and the performance discussion.

6. Employee signs and dates the form.









	I. R2A2 Responsibilities
If R2A2 has been updated, attach updated R2A2 to this form.  If there have been no changes to R2A2 responsibilities during this performance period please indicate the date of the R2A2 that remains in effect.

     

	II. Performance on R2A2 Responsibilities
Summarize the employee’s job performance for the current performance period.
     


Note: For complete instructions, refer to the section Performance Appraisal for Employees with Not Required to Set Goals in this subject area.  Click the "Back" key in the upper left hand corner of your screen to return to this Performance Appraisal form.
	III. Performance Factors
Tab through page.  Click to place an “X” in the appropriate rating box; add comments.
	Performance Ratings
	

	IV. 
	DP
	CP
	EP
	NI
	UP
	Comments and Improvement Plans are required for all “Needs Improvement” and "Unsatisfactory Performance" ratings.  Improvement Plans are documented in Section V.

	Quality of Work

Regularly completes tasks with accuracy, thoroughness, and reliability.

	
	
	
	
	
	

	Quantity of Work
Completes expected volume of work under usual circumstances.

	
	
	
	
	
	

	Job Knowledge
Understands the job and effectively applies the principles and process necessary to accomplish tasks.
	
	
	
	
	
	

	Safety
Does not cause or suffer recordable or lost work days (LWD) due to their unsafe acts or conditions. Workspace housekeeping is adequate.  Complies with all ES&H policies, maintains appropriate qualification training, minimizes waste generation and employs pollution prevention practices. Reports all minor injuries and near misses.
	
	
	
	
	
	

	Interpersonal Skills
Cooperates and interacts effectively with co-workers and others.

	
	
	
	
	
	

	Initiative
Shows ability to work independently and seeks additional tasks and responsibilities.

	
	
	
	
	
	

	Attendance*
Use of sick leave is 
minimal and unavoidable.  Exhibits no signs of abuse, such as Monday/Friday, sunny day, or holiday patterns.  Reports to work on time on a regular basis and rarely causes a disruption in work coverage.  Controls use of doctor visits during work hours.  Works overtime as requested.
*For attendance expectations for exempt employees click on link below.
	
	
	
	
	
	

	Problem Solving Skills
Recognizes and resolves problems within the scope of the job.

	
	
	
	
	
	

	Organization Skills
Is effective in systematically planning and performing work.

	
	
	
	
	
	

	Compliance

Complies with Laboratory policies, standards, procedures, and regulatory requirements.

	
	
	
	
	
	




*Refer to the Expectations for Appraising Performance on Attendance exhibit in this subject area.
	IV.  Reviewer’s Appraisal
Consider performance on R2A2 responsibilities and performance factors documented in Sections II and III to determine the overall performance.  Comment on any other relevant job factors and provide a narrative to support your appraisal.  Assign Summary Performance Level (DP, CP, EP, NI, UP) in the space provided below. 






Comments: 

     

	SUMMARY PERFORMANCE LEVEL:   

	V. Improvement Plans/Development Goals for Next Performance Period
Use this section to document expected activities and accomplishments in the year ahead.  Improvement Plans are required for any Needs Improvement (NI) or Unsatisfactory Performance ratings received in Section III or a Summary Performance Level of Needs Improvement (NI) or Unsatisfactory Performance (UP) in Section IV.  Development Goals are optional 
for employees who receive a Summary Performance Level of DP or CP.
Improvement Plans/Development Goals:      


Reviewer’s Signature:  ____________________________________________________
Date:  _______________

Senior Reviewer's Signature:   _____________________________________________
Date:  _______________

	VI. Employee’s Comments (optional)
Employee may add remarks regarding both the completed appraisal and the discussion before signing the form.  If they disagree with the appraisal, they may provide comment.

	*Employee Signature:  _____________________________________________
Date:  _______________
*Your signature indicates neither agreement nor disagreement with the appraisal, but it does indicate that you have read the appraisal and it has been discussed with you.



1) 
2) 





3) 
4) 
5) 
6) 
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