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June 18, 2001

TO:
Particle Physics Department Heads
FROM:
John Cooper
SUBJECT:
Performance Review and Development Plan 
This year Lab services is initiating the performance review process later in the year to align it more closely with the end of the fiscal year as well as with the annual salary review. Enclosed are materials for your Department. Every employee who has been with the Laboratory for at least six months as of May 1, 2001 is to receive a review. The "Annual Fermilab Scientist Evaluation" form is to be used for Research Associates, Associate Scientists, Applied Scientists, Scientists, and Fellows. Everyone else should be reviewed using the "Performance Review and Development Plan" form.  You may also find these forms electronically through the following path: Pppdserver1\Admin.PPD\Users\kristen\2001 Perf Rev; or if you wish to use html or pdf formats, go to the Fermilab Home Page\Division & Sections\Laboratory Services Section\2001 Performance Review & Development Plan.
The objective of the performance review process is to provide formal feedback to the employee regarding job assignments, goals and skill development. It is also a formal document of the person's performance. The review should cover the period of time since the last review was given. While the form has no bottom line rating at the end, you should be honest in assessing the performance of your employees. It is important for them to understand their developmental needs as well as achievements and strengths.  Your review of your employee should give him/her a strong indication of the degree of success of that individual's performance over the last year. The Performance and Salary Ranking you assign to each individual should be closely linked to this evaluation.  As part of the review, you should submit an Individual Training Needs Assessment (ITNA) for each employee.  You may access this form through the Web at: Fermilab @ work  \ Division & Sections \ E S & H Section \ Training & TRAIN \ ITNA \    user name: pd_itna ; password:  research
Please make sure that each reviewer in your department receives a copy of the instructions and completes the review process as described. I recommend you have at least a second level of review of the document before it is discussed with the employee. It is important that each reviewer holds a face-to-face meeting with the individual to cover the points in the appraisal.

The completed forms are due in the division office (please send to Luz Jaquez, MS 208, WH 8W) by August 17, 2001.

Enclosures
