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Performance Summary
	Period Covered from:
	
	Period Covered to:
	


	Summary Comments: Make concise statements that broadly characterize the contributions and impact of performance outcomes made during the review period. This should include an evaluation of the following:

· How well the employee has met the expectations of their job as defined in their position description.
· How well the employee met the goals that were established for this performance period.
Specific examples need to be provided for the following performance ratings: Outstanding, Excellent, Marginal, or Unsatisfactory


	Did the employee meet the Laboratory’s institutional expectations in the areas of EH&S, Diversity, and Property?

      Yes      No (explain in the space below)


Performance and Development Planning Worksheet

	Period Covered from:
	
	Period Covered to:
	


	Expectations and Work Deliverables: Use this worksheet to identify and describe what the employee is expected to accomplish over the next 12 months. These expectations are in addition to the ongoing requirement that the employee will competently perform the job duties as defined in the position description. Preferably, only the top two or three expectations should be listed. 


	Development Plan: Include comments regarding plans for professional growth, career development, and performance enhancement. Development may include activities such as increased responsibility, new assignments, task forces, teaching, training, and self-development in the current job.


	Supervisor Signature:
	Date:
	*Employee Signature:
	Date:

	Reviewer Signature:
	Date:
	Other Reviewers:

(as determined by the Division)
	Date:


*Note: 
Your signature indicates that all sections of this review were discussed with you. Your signature does not signify your concurrence with the content.

Employee Comments: Please attach a separate page(s) if you would like to add comments about this review.

	Publications, Research, and Other Creative Activity (Scientific staff only): 

1. Provide a summary statement describing the total number of publications (published or in press) during this review period.  Include a list of articles, by order of significance with the LBNL Report number, that have been published and also include a list of those articles that are in press. 
2. Provide a list of patents and invention disclosures that have been submitted and/or approved during this review period.
3. List all invited talks during this review period.


RATING SCALE DEFINITIONS

O
Outstanding. Results achieved far exceed expectations. Continuously performs all elements of the job in a way that rarely, if ever, is expected or anticipated of any employee in the position. Always seeks to improve; seeks, finds and achieves new dimensions not expected or achieved by past incumbents. 

E
Excellent. Results achieved consistently exceed the expectations and requirements of the job in all key areas. Most - if not all – elements of the job performed in an excellent fashion adding new dimensions of the job through capability and desire.

VG
Very Good. Consistently meets all job requirements and occasionally exceeds expectations in some areas. Can be depended on for effective and highly capable performance in key job elements.

G
Good. Consistently meets expectations and requirements of job. Demonstrates capable and effective performance. 

A
Acceptable. Accomplishes some parts of the job satisfactorily but some elements require further improvement. 
M
Marginal/Requires Improvement. Employee is having difficulty meeting minimum job requirements and expectations. If improvement is not forthcoming, employee may be placed on a performance improvement plan.

U
Unsatisfactory. Fails to meet minimum job requirements and expectations. Employee requires an inordinate amount of supervision, coaching. Employee must be placed on a performance improvement plan. 

	Overall Rating:

Check the box that best describes the individual’s overall contribution and impact.
	Outstanding


	Excellent


	Very Good


	Good


	Acceptable


	Marginal


	Unsatisfactory
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