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INSTRUCTIONS

PERFORMANCE REVIEW AND DEVELOPMENT PLAN

OBJECTIVES
The objectives of the formal annual review program are:


1.
to provide the employee and supervisor with a mutual understanding and agreement of job responsibilities and priorities


2.
to provide the employee with specific feedback on job performance (including proper recognition of work well done and a plan for remedial action for substandard work) and suggestions for development


3.
to provide joint goal setting for the employee’s job assignment for the next twelve months and to spell out performance standards.

The performance review is one step in the ongoing process of performance management.  It is meant to be developmental.  The emphasis of the review is to foster excellence in future performance through defining projects, goals, objectives and expectations.

EMPLOYEE INVOLVEMENT
Request that the employee complete at least four parts of the form:  1) Current Job Responsibilities 2) Training, 3) Future Performance Goals, and 4) Future Training.  You may wish to request that s/he fill out other sections also.  Encourage him/her to be an active participant in the process.  An appointment to discuss the review with the employee should be established.

SUPERVISOR’S EVALUATION
Considering the input from the employee (responsibilities and goals), complete all sections of the written review.  The following is a check list of factors to consider:


1.
Evaluate the employee’s performance on the basis of the goals and performance standards which were set.


2.
Base the evaluation on representative data for the entire year.  Consider tangible evidence (specific examples) of results/output.


3.
BE HONEST.  Inflated reviews are a disservice to both the employee and the Lab.


4.
If performance has been less fully satisfactory, be specific about what is wrong, why it is not acceptable, and what is acceptable.  Ask the employee how s/he expects to improve.  If appropriate, work out a training/coaching/technical supervision plan or offer other forms of assistance.  Plan a follow-up schedule.


5.
Do not use this form to make recommendations for promotion or merit increases.  (These should be made by separate letter according to Division/Section procedure.)  While a person’s review should correlate with the later salary ranking, the performance review is not the process for defining salary increases; salary discussions should not become the focal point of the review.


6.
Do not use this form as a vehicle to introduce a new step in the disciplinary process.  (This should be handled separately.)


7.
Review your data for personal biases, prejudices, halo effect or self-fulfilling expectations (i.e. you interpret the data to fit your preconceived evaluation).


8.
Review for consistency within your group, i.e. similar jobs have similar standards.


9.
“Future Goals” should be specific and challenging but achievable with the emphasis on productivity, quality, and employee development.  Note:  You are requested to comment specifically on environment, safety and health goals/expectations.  Employee participation is very important in the goal setting process (in general, performance improvement/quality is directly proportional to the employee’s input in and support of his/her goals and plans to attain them).

10. “Performance Standards” is the section in which you spell out to the employee how you will measure accomplishments, i.e. how you will evaluate his/her performance, what factors are important, and what quality standards you will use to determine if performance is fully satisfactory.  Standards should be defined for the major components/responsibilities of the job.  Similar standards should be used for similar jobs (to maintain consistency within the group you review).

11. It is recommended that there be at least a second level review of the appraisal before it is given to the employee.

DISCUSSIONS WITH EMPLOYEE
The actual discussion with the employee is the most important determinant of the success or failure of the review process.  The purpose of this dialogue is to review with the employee the supervisor’s evaluation of the past performance and to gain an understanding of and commitment to the next year’s goals and expectations.  The discussion must be held in private with no interruptions.  Careful preparation is essential.  The following are factors to consider:


1.
Be prepared to cite specific examples of performance to be applauded, encouraged, corrected, etc.


2.
Accentuate the positive where possible; build on strengths.  The review should be a summary of information the employee has received throughout the year.


3.
Performance improves most when specific goals are established.  Where performance improvement is an issue, participation by the employee in the goal setting procedure helps produce favorable results.


4.
Maintain control of the interview.  Acknowledge disagreement if it cannot be resolved.  However, make sure the employee understands s/he is expected to perform work to acceptable standards as defined by supervision.  If an employee becomes too angry or argumentative, cut the discussion short and reschedule the meeting.


5.
Conclude by summarizing any major points and agreements. At the conclusion of the meeting, request that the employee sign the form.  This acknowledges that the employee has read the form and has talked with the supervisor about it.  If the employee refuses to sign, the supervisor should note the circumstances and forward the review without the signature.

If you have questions, please call Juanita Frazier, on extension 3793.
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