
DEPARTMENT OF ENERGY


GOLDEN FIELD OFFICE AND REGIONAL OFFICES

Performance Plan and Performance Appraisal Form

For

Performance Management System Employees
*****************************************************************************

Employee Name:  _______________________________________

Position Title:  _________________________________________ 

Pay Plan/Series/Grade: __________________________________

Organization:   _________________________________________

Duty Station: __________________________________________

PERFORMANCE PERIOD: From:__________________ To:_______________________

CHECK ONE: (at the time appraisal is completed)

________ ANNUAL RATING OF RECORD

________ADVISORY RATING: (Check one of the following)

_____ Detail

 
_____  Position Change

_____ Temporary Promotion

_____ Other (Specify) _________________________________________

________  SPECIAL RATING OF RECORD BASED ON: ______________________

____________________________________________________________

Employee Name: ________________________________


PERFORMANCE APPRAISAL/MANAGEMENT PLAN

Performance Element: ______ of ______
Weight: ______    Rating: ______ (1, 2, 3, or 4)

One sentence summary statement:

_____________________________________________________________________________

_____________________________________________________________________________

*****************************************************************************

Tasks.  Objectives and/or Activities Related to Element :
(Include relevant organizational goals, strategic plan objectives, related tasks.)


(NOTE: This page may be reproduced as necessary )


LEVELS OF ACCOMPLISHMENT
There are four levels applicable to the elements in the performance plan.  Element ratings will be assigned based on a comparison of the employee=s individual performance during the rating period against the tasks/level of accomplishment established for that element. 

Level 4  Demonstrates initiative by taking responsibility for planning work and handling unexpected problems related to the performance element; demonstrates innovative thinking, innovative use of available resources, and develops and implements creative solutions; and initiates collaborative efforts where beneficial to accomplishment of associated tasks.  Proactively applies expertise in ways that add significant value for customers, partners, and DOE.  Serves as a resource for others, and where possible mentors others in area covered by element.

Level 3  Consistently meets performance requirements and sometimes exceeds them.  Demonstrates expertise in assigned responsibilities, is highly productive, meets or exceeds deadlines, and work products are of high quality.

Level 2  Adequately plans work and handles problems; usually demonstrates economic use of available resources; develops solutions; meets deadlines; demonstrates work that usually is technically sound, accurate, and thorough; and works cooperatively and collaboratively with others.

Level 1  is unsatisfactory performance.


PERFORMANCE PLAN CERTIFICATIONS


Section A.  Certification of Discussion & Issuance of Elements/Standards - Employee has been issued performance elements and standards and has been provided an opportunity to discuss them.
Signature of Rating Official ________________________________ Date _________

Signature of Reviewing Official _____________________________ Date _________

Employee - I have reviewed and have been provided an opportunity to discuss my

elements/standards for this appraisal period with the rating official.

Signature of Employee ___________________________________  Date _________

Section B. Certification of Progress Review - Performance and progress to date have been

discussed with the employee.
_______________________________

_______

Signature of Rating Official 


  Date

_______________________________

_______

Signature of Employee 


  Date

______Employee Refused to Sign  

Rating Official Signature: ______________________
Date:________

NOTE: AT THE END OF THE PERFORMANCE PERIOD, THIS PAGE WILL BE

DETACHED FROM THE PERFORMANCE APPRAISAL. IT WILL NOT BE FILED IN

THE EMPLOYEE=S PERFORMANCE FILE
******************************************************************************


RATING OFFICIAL COMMENTS
******************************************************************************


EMPLOYEE COMMENTS
Section C. Certification of Performance Rating:
    Individual 


Weight 


Total

Element Rating

(1 or 2)

(Rating X Weight)

    (Must be a whole number -

 4, 3, 2 or 1)

Element 1.
    ______


______


______

Element 2.
    ______


______


______

Element 3.
    ______


______


______

Element 4.
    ______


______


______

Element 5.
    ______


______


______

Element 6.
    ______


______


______

Element 7.
    ______


______


______

Element 8.
    ______


______


______

Total weights:  ______
Total points:  ______

OVERALL SUMMARY RATING (total points divided by total weights):  ______

Signature of Rating Official ___________________________  Date _________

Signature of Reviewing Official ________________________  Date _________

Employee - I understand that my signature on the appraisal indicates only that I have reviewed

the appraisal. I understand that failure to sign the appraisal does not affect its validity.

Signature of Employee _______________________________  Date _________

