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SCIENTIST EVALUATION

INSTRUCTIONS

WHY:
The objective of this formal, annual evaluation of the scientist's research activities and laboratory service work is to develop:

· a clear understanding of accomplishments, progress and aspirations of the scientist

· the expectations of the supervisor/Lab.

WHO:
Each Research Associate, Associate Scientist, Applied Scientist, Scientist and Wilson and Lederman Fellows will be evaluated by his/her supervisor.  In the event the supervisor is unable to fully evaluate the scientist's research effort, a scientist will be appointed to act as a mentor of the employee and will participate in the evaluation process with the supervisor.  The written evaluation will be reviewed by the appropriate Department and Division/Section Head.

WHAT:
The Scientist Evaluation will consist of:

· The scientist will complete five sections (A through E) of the Scientist Evaluation form.

· The scientist will submit a complete and up-to-date curriculum vitae.

· The supervisor will complete the evaluation section of Scientist Evaluation form.

· The supervisor will meet with the scientist to discuss the evaluation.

· The Department Head will review and sign the evaluation and may meet with the scientist and/or the supervisor.

· The Division/Section Head will review the evaluation.

· The completed evaluation will be placed in the scientist's personnel file.

WHEN:
The review will be done on an annual basis and will focus on the accomplishments of the last twelve months and the goals/objectives of the next twelve months.  For 2001, the reviews will be due in Human Resources (MS 124) by August 24.

HOW:
Each scientist will be given by his/her supervisor the Scientist Evaluation form and will be asked to complete Sections A through E of the form and to submit a complete, up-to-date curriculum vitae.  He/she should indicate specific achievements (honors/awards, publications, invited talks, committees, reviews etc.) and describe his/her activities, accomplishments, and goals in areas of physics related to the mission of the Laboratory, physics technology related to the mission of the Laboratory, and management (including ES&H).  The form and curriculum vitae are to be returned to the supervisor.


The supervisor (together with a mentor in some instances) will complete the evaluation portion (Sections F and H) of the form.  Where it is appropriate to request a mentor, he/she will be appointed by the department (or division) head following suggestions by the scientist.


The evaluation will include:

· a critique of the scientist's work in the last 12 months

· a description of goals/objectives to be met during the next 12 months


The supervisor (and mentor) will then meet with the scientist to discuss the evaluation.  Additional remarks may be recorded by each person on the form, but the original information may not be altered.  All sign the completed evaluation; this indicates the discussion has been held.  Note:  The meeting must be held in private with sufficient time allowed for discussion.  The evaluation will be reviewed and signed by the Department Head (or by the D/S Head if the Department Head is the supervisor).  If the Department Head finds the evaluation is unsatisfactory in some way, he/she shall meet with the supervisor and scientist together to resolve the problem/issue.  The Department Head may add specific and separate comments provided they are made known to the other two (three) parties.  While all parties to the evaluation need not agree to all statements in the evaluation, they must be aware of the contents of the final document.  The scientist will be given a copy of the final document.


The evaluation will be forwarded to the Division/Section Head for appropriate review.  The original, completed document will be put in the scientist's personnel file.

GENERAL COMMENTS/CONSIDERATION
Honest/candid discussion is important.  Specific examples are necessary for clarity.  The discussion between the scientist and supervisor is the most important determinant of the success or failure of the evaluation process.  Attitude and expectations will influence the outcome.  Careful preparation is required.

