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Performance and Career Management:
A Shared Responsibility





This form is to be used for employees and their supervisors to summarize and evaluate the employee’s performance in the last performance year.

Instructions:
Employee: Please complete the “Employee” sections (Green color) of the form with your self-assessment. The intent of the self-assessment is for you to document and recognize the full range of job and career/professional accomplishments that you have achieved this year. All non-represented employees who are not scientists or engineers should complete this self-assessment. Use of bullet points is strongly encouraged. If certain sections are not applicable to you leave them blank. For additional information, see the Guidance sheet available on the EHS website.
Supervisor: Please complete the “Supervisor” sections (Tan color) of the form. Use of bullet points is strongly encouraged. Provide evaluative comments on the employee’s performance, noting accomplishments and their impact, and indicating areas for improvement, if any.  For additional information, see the Guidance sheet available on the EHS website.

This form may be used for a new employee’s Probationary Review. Indicate “Probationary Review” in the “Period covered to” box below.

	Name:
	
	Division/Dept:
	

	Job title:
	
	Job code:
	

	Supervisor:
	
	Date prepared:
	

	Period covered from:
	July 1, 2011
	Period covered to:
	June 30, 2012


	For Performance Year Being Reviewed

	1a. Performance Summary – Self Assessment

Employee: List the objectives/goals set for this performance year.   Describe your performance against those objectives/goals in each of the listed categories and your most significant accomplishments during this performance year. Comment on the impact of your accomplishments in support of Laboratory, Division and/or group goals.


	Financial
	

	
	

	Employees
	

	
	

	Customer
	

	
	

	Process
	

	
	

	Other
	

	
	


	1b. Performance Summary

Supervisor: Indicate if you agree with the objectives/goals the employee listed and the employee’s summary of performance.  Provide additional input on the employee’s performance and their most significant accomplishments during this performance year.  Comment on the impact of their accomplishments in support of Laboratory, Division and/or group goals.


	Financial
	

	
	

	Employees
	

	
	

	Customer
	

	
	

	Process
	

	
	

	Other
	

	
	


	2a. Safety – Self Assessment

Employee: Describe your most significant accomplishments this year that protected the health and safety of yourself, your fellow employees and the public, and preserved the quality of the environment. Also recap any safety issues that you and your supervisor discussed this year, and describe any improvements you have made.

	

	2b. Safety

Supervisor: Indicate if the employee has met your expectations in safety. Add any additional comments, if necessary, and recap any safety issues that you and your employee discussed this year, including improvements the employee has made or areas of improvement still needed.  

	

	3a. Areas of Strength – Self Assessment

Employee:  List several of what you consider to be your most valuable strengths.

	

	3b. Areas of Strength

Supervisor: List several of what you consider to be the employee’s most valuable strengths.     

	

	4a. Areas for Development – Self Assessment

Employee:  Identify areas for Development.

	

	4b. Areas for Development

Supervisor: Add any additional areas for development.

	

	5a. Laboratory, Professional & Community Service – Self Assessment

Employee: Briefly describe your laboratory contributions such as process improvements/cost savings, laboratory/university committee work, awards, professional service, community service and/or other service-oriented activities. 

	

	5b. Laboratory, Professional & Community Service

Supervisor: Provide evaluative comments, and indicate if there are other areas of service on which the employee should focus.  

	


	Competency Assessment 

	The following LBNL and management competencies have been identified as essential to success at the Laboratory. Depending on the employee’s role and duties, development in these competency areas is needed in varying degrees. For each competency, insert an “X” in the space underneath the rating you choose.

	6a. Employee:  Here you’ll be rating your individual competencies (knowledge, skills, and abilities) that contribute to your overall performance. You can use the comment space below each competency to provide more detail about how you demonstrated the competency over the past year or why development is needed.

	6b.Supervisor: Here you’ll be rating the individual competencies (knowledge, skills, and abilities) that contribute to the employee’s overall performance. These ratings may vary given the employee’s strengths and areas for development, but on average they should reflect the overall performance rating given. Competency ratings give you the opportunity to provide additional feedback on where the employee excels and where development is recommended. You can use the comment space below each competency to provide more detail about how the employee demonstrated the competency over the past year or why development is needed.

	LBNL Competency Ratings

	Collaboration: Works successfully with others on all levels to accomplish organizational goals
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Unacceptable

	Employee: 
	
	
	
	
	

	Comment: 

	Supervisor:
	
	
	
	
	

	Comment: 

	
	
	
	
	
	

	Internal & External Communication: Speaks persuasively and clearly to varied audiences; written communications are clear and effective
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Unacceptable

	Employee: 
	
	
	
	
	

	Comment: 

	Supervisor:
	
	
	
	
	

	Comment: 

	
	
	
	
	
	

	Teamwork: Plays an active role on the team and fully participates in decision-making and problem-solving; actively contributes to accomplishing team goals
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Unacceptable

	Employee:
	
	
	
	
	

	Comment: 

	Supervisor:
	
	
	
	
	

	Comment: 

	
	
	
	
	
	

	Accountability for Results: Takes responsibility for decisions and can be counted on to keep commitments; is highly productive in achieving results
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Unacceptable

	Employee:
	
	
	
	
	

	Comment: 

	Supervisor:
	
	
	
	
	

	Comment: 


	For Next Performance Year 

	7a.  Employee Goals 

Employee: List at least one general goal you plan to accomplish in the next performance year.

	

	7b Goals 

Supervisor:  Indicate whether you agree with the goal listed by the employee.  Add any additional comments or revisions as needed.  

	


	8. Overall Rating (To be completed by supervisor) Insert an “X” next to the overall rating.  Add comments if desired.

	
	(5) Outstanding: Performed at an outstanding level. Completed projects and/or achieved a culmination of results under unique circumstances that have made significant contributions.

	
	(4) Excellent: Consistently performed at an excellent level for all essential job requirements and goals. Continually took initiative to accomplish results or make significant progress using creative approaches and resulting in innovation and/or improvements. Or, was new to the job and still learning, but exceeded essential expectations.

	
	(3) Valuable: Consistently performed at a solid and valuable level for all job responsibilities and goals. Achieved expected results, was dependable and accountable, and may have performed at an excellent level at times. Or, was new to the job and still learning, but met essential expectations.

	
	(2) Needs Improvement: Accomplished some parts of the job satisfactorily but some elements required further improvement. Needed closer supervision than should be required.

	
	(1) Unacceptable: Failed to meet minimum job requirements and expectations. Required an excessive amount of supervision and coaching. Did not meet expectations in relation to regular duties.


	Employee Comments (optional)


	

	
	Signature 
	Date

	Employee
	
	

	Supervisor
	
	

	Division Reviewer
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