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arterly Reviews - The PPE cover sheet 9_?1‘! is completed and sent Lo the Division Personnel Officer.
nual (or other) Enluation - The compl PPE form, in 1ts entircty, is sent to the Division Personnel OFficer.

mqulred for quarterly reviews and annual (or “other®) evaluations.
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PERFORMANCE PLANNING ANO EVALUATION FOR MANAGE
FOUR PRIMARY OBJECTIVES

(1) Improve quality and productivity by effectively defining, m.magin? and evaluatin? accountabilities reflected in the position description. RN A
(2) Ensure that management job performance supports the achievement of corporate goals and objectives within the highest standards of excellence. . - ? RN G
;3:dle’ro;3de alplannlny tool for training management employces to do their current jobs better. (4) Create a means of identifying candidates for futun;"s}" e B
eadership roles. . ALY ;

KEY _ELEMENTS IN_THE PROCESS -

<

hy

The Performance Planning and Evaluation (PPE) process involves these key elements in a continuous annual cycle: Performance Planning, Performance .
Management, Performance Evaluation. and Performance Development. P

1. Planmning

At the beginning of the Performance Planning and Evaluation cycle (annually in October) each management employee will meet with his/her .
supervisor and Jointly identify four to six accountabilities (objectives) for which that management employee will be held responsible during -
the coming review period. The supervisor and management employee will also define together what measure, standards, or descriptions will be - !
used in assessing how well the work is being performed, and the expected results. The position description is significant because it becomeg ---iY .3
the cornerstone against which performance is measured. L .

2. Management

. Performance Manancment !<ometimes referred to as mnitoring) means continuous day-to-day, week-to-week, communication between the supervisor Cour R
and *° ana, menl ewpeuyet 1 cgarding obi:ch;es. hgy Lhey're belng performed, and progress on individual development. It is an information .-:wg <+ B
e observatio ]

feedback and coaching process involving the n of work and results, A minimum of one review must be held quarterly and documented.

Each management employee receives an interim performance rating at the end of every quarter, refiecting accmphs’ﬁgn{s, the extent to which - .
_ progress is being made in work and development activities, and how well management skills (performance factors) are being utilized. TS
+ 3. Evaluation SN
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At the end of the Performance Planning and Evaluation cy.ie (annually in September) supervisors evaluate each of their M-Schedule employees '3" ’
with regard to Accountabilities, Performance Factors, and i erformance Development Activities for the whole year. One overall performance - v % Fiil
rating is given at this time, The appraising manager should come to a decision regarding the overall rating based on his or her perspective . 'c % <

of the employce's performance during the whole year.

4. Development ._ :
' . Al 3
Development activities are integral to management cmployces achievlng their maximum potential. Developmenta) needs are first identified Cope
during the evaluation ghase of the cycle as areas needing inmprovemenl ur opportunities for growth. After developmental needs have been %
Jointly identified by the supervisor and the management employee they are translated into action plans ar4 monitored, with appropriate '
changes, throughout the next review cycle. Ay
RATING DCFINITIONS USED DURING QUARILRLY AND ANNUAL EVALUATIONS ' .,,,»ﬂ
.: ” ::z;
—. Unacceptable —., Adequate ., Solid —, Superior Exceptiona) )
I——| Performance 1—li Performance I—_| Performance I__} Performance 1l Performance '.J?';Y’-'
R ”l\‘. "‘1 .
Does not mcet expecta-  Meets basic expectations. Fully competent per- Performance which clear) Sustalned extraordinary perfor~'-: & ;
tions, Falling to meet Performs similar to formance. Consistently and substantlally cxceedg mance which far cmod’z 'a”mgu-“@«‘“ TR
basic requirements of  break-in period on new  meets expectations ina  expectations for m{or areas tions and significantly adds to £
¢ the position, Manage- {ob Performance timely/quality manner, o{ position, Contributes ur}rt roup perfo "“L',-' casesy raifdl :
ment action necessary, ndlcates certain Considered a valuable s gniflcantiy to work group o pogr confﬂ‘bum«i L] oub? ENCSLACLRE ARG
’ E) limitations, Improvement oyce contributing productivity. Highly SRR I 410

)
needed In specific aress. ﬁl
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T . ' (Section 1) R
¢ o5 -.‘
- 1dentified gointl¥ % %glgxee and_supervisor, Reviewed jointly by employee and supervisor.
C E EXPECTED RESULTS ACTUAL?ESULTS :
List four to six major activities, ongoing Develop specific, measurable results Copy this form and review the pi'ogress made - | i '
ress)onsibilities, and/or special objectives for each accountability or objective. in meeting the expected results on a periodic . | < 4
reflected in the gosuion description. (Use basis. (A minimum of one review must be held ' | .- ;.G
additional paper if necessary.) - quarterly and documented.)* . &
v ! \" . ; .,-“"y '
To support the plant in the restart of . . S ?
units 1 and 2 in the area of Chemistry. ‘
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L {4 ?mcc?ublo perfozl;um Is indicated ot any Lime during the review cycle, developmental necds should be identified and translated into an
gct,g! plan ‘;ﬁ!!g!! 1 '
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PERFORMANCE FACTORS (OBSERVED) ' P I
FOR ALL MANAGEMENT EMPLOYEES SRS SRR I |
(Section 2-A) ber Factors des. tbe how anol e 3
erformance Factors descr ees 0o about  ildp. ..
accomplishing job responsibﬂ”{l'e:p ovees 9o o ’f‘:{"’".uf
Analysis & Decision Making - _ _ C L T AR
._ |e 1= 1=l Il PR S Se
Identifying issves and : oy
problems, relating and Supervisor frequently Occasionally analyzes Generally anticipates and  [Consistently applies * 3 }'
comparing data, identifying required to identify problem problems to a satisfactory analyzes problems., Estab- lanalytical skills to ‘,.,w‘s‘v‘.‘.ig
cause/eftect relationships. areas. Enplor.m generally conclusion, lishes priorities and plans |relevant data. Bringg % s
Making judgments reflecting does not consider enough schedules accordinaly. problems and opportuni ’?‘ k)
factua) information and information in making Recommendations an ties to the attention <53
organizational resources. recommendations or decislons decisions generall of management in a wnlf}", A
Developing alternative causes or over analyzes to the poin{ include consideration of o“dere\! manner Exccp-l', g
of action. that decisions are not made, all relevant factors. tionally donﬂn under it .,
5 time pressure. ,‘:‘
- e
Innovation § Creativity - — _ _ ' e tffi K
o Il I—l I—l AR
Generating and/or recognizing 2 Ak
imaginative techniques or Rarel{ introduces new idess Can be resourcefu) but Frequently demonstrates Highly innovative, 353 1{1‘
creative solutions to introduce |or melhods. frequently uses originality. Offers Frequently consulted . ‘{ s
new methods, concept, and estabiished methods for suogestions or new for new ldeas ind .70, i
processes. reaching goals, af; “viches. methods, Provides - ;,-,‘h};*f.afi
3 creative solutions to-;’is‘,::‘:a
complex problam. - . RIS
RAREY
Comunications (Ora] & Written) = 1= 1] . - v\‘-gt';: '
— — - . :ﬂ N \‘:
Effective oral and written - NS U
expression in presenting ideas Performance indicates a Communicates effectively Proficient use of oral and |Ora) ana . ‘en Come i o
individually or in a group. deficiency in the following in most sreas. written communication munication pry  “eme it
Ability to organize and present |area(s): skills, Conveys information |cles are h!gm¥ O AN
ideas In a meaningful form, Verbal communication skil} in a clear and meaningful o?od Very effective .
p Written communication skill form, individually or in planning, organizing, .. k"& ¢
i_ Presentation skitl Qroups. and conveying informas .7 ¢l .
z tion and making -, - v} &
presentations, . .. - 4 .
Lormunicationg — ——— - — ) . A ~'h . 'a;,"'
frective Listening) - 1=l 1= I— Y S ’,.'3'*}?".}5‘;%,';
Abi1ity to pick out essence of Problems or inefficiencles Usually aware of the needs Actively Vistens and Jemonstrat 'hlgh’lrt'l';é'{rf'?{'{:
vhat is being said or observed. |are created sometimes by of others for information, observes. Obtains or uffortfu? stening ';,,fﬁ%-'._&
Uses information Lo Identify inadility to effectively feedback and acts on Aliiely olicits .t 0sh e ?
and anol{x: problems and Histen, imz&mg’rwlm and :omc':u:.“ ¢ tnut‘ 4 s“{& :
. oppor . R o] le L N
opportanlles. B (A g
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Performance Factors
Applicable to Al
Managers

ﬁm Management - Plannin? and
prioritizing work to utilize
avajlable time productivel{

Effectively applying effor
over a sus{amed period of time.

Eiaiarreatcs g

o

Work product is often
incomplete and/or late.

I

Adequately sets priorities
and schedules time with
normal supervision in
order to complete tasks,

Il
Generally uses time

productively and meets
deadlines.

works extra time when
required.

Steady worker;

1
Is hight

and consis
deadlines,

out, Stays
complete assi
on own inith

mt"l‘c“"t i
ntiy meets
l)«amonstuuﬁ5 W
sustained affort and ;% > t
willingness to get
over to..u!

rmnts 1
ivc.

E3
s

Adaptability - Maintaining
effecfweness in varying and
changing environments.
Adjusting to changing
directions, demands,
priorities, circumstances or
personalit’e

R
1
< -
t_'

Often fajls to produce
ad:suately when {ob
itions are altered.

I

Usually produces

acceptable results when
Job conditions have been
altered. Requires some

adjusuncnl period.

I—l

Adjusts positively and
productively to new
environments or changed
Job conditions in a

relatively short period of
time,

attitudo.
challenges as

Meets umxpocud or
u oglanned changey in "
condiﬂons with a . »,:
nq B

Reacts to

opportunities,

it g e
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To - Working and
nterac ing with others ina

cooperative manner to

accomplish overall business

Difflcult in effectively

| l
r—

Accepts the nced to work

1l

Oevelops positive working

Demonstrates ludcrsh!p

goals. Supporting decisions dealing with others. with others. Provides relations with others. in promoti coopcntion; ¥ B
through individual action. Hinders individual or group assistance and information Provides help, advice, and  |and teamwork. Solicits;;. .
goa) achievement. when requestied, suggestions. feedback and seeks S
i , opportunities to - _.v'{ f é
! : offocunly assis -1'-"‘ 4 g
others toward achieving ‘s,v :
indeual or gmup )
goals, .: 1
Initiative § Job Commitment - — . . _ .‘{@._‘ _
i e N T 1| 1= 1= i ;.
' 2aining active atteﬂpu to ) ATR T
*'~ve goals. Tenacit Requires frequent direction ‘ -n responslbnuy Provides extra effort in Comhunny ulf- h.f ;‘ L
leting tasks and so vlng or prompting. whet dcﬂne ldont"y n? mt needs to muutl f
lems,  Willingness to exert aie. are glven, akes ndent innovative so}ut ong ;.\,
extra effort to get the job Contr'm.tn &nput when actlon and roquln imo prob oms withoy x'
R called upun supervision, ,u lmugn
) for dl"‘iul. a
o

Tihs Tevel indicates prodiems or

luw = actlou plm (m:uou 4),

mpediments 1o acceplabls performince,
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PERFORMANCE FACTORS (OBSERVED)
FOR ALL MANAGEMENT EMPLOYEES WHO SUPERVISE

3 cooperation and facilitate
1group process.

the trust and confidence
the members of the unit.

{Section 2-B) B
{ Check one Performance Factors describe how uploym go abouﬂ.,ﬂ;g 34
Optional for Non-Supervisors accomplishing job responsibilities. AR )

% Leadershi - . — — RISR PR A
- Il 1= I~ I TR RS % 4

Utl"zing ap?ropriatc , S Y58
interpersonal methods in Lack of established Adequatel _working Has clear goals for the Maintains absolute % ':'515,'}3

1 guidln? individuals toward task |direction for the area relationship with unit and seeks creative clarity of -ission for g -
ishment or common supervised. Actions do not nployees. Acknowledges ways to assist mployees self, unit and .. . - <3¥m Y

igoals. Ability to maintain reflect the support and ole as leader of area in_adopting them. aaes engo oyees. . Ry ]
;}group cohesiveness and confidence of subordinates. supervised self well and has gaine Subordinates are . %% 3

or

certain of the unit's \.v
goal
them as their own, . iviia
.[Creatively inspires’ and
motivates unit menbers 4
to achievement of 4
oals. Builds climtcg‘ig-

s and have taken~,

i
2

results.

(«}A-.;

P \,!Ts

Development of Subordinates -

Denlopi skitlls and
:competencies of subordinates
‘through the creation of insight

Exhibits lack of sensitivity
to euplo;ees development

I—l
Provides coaching when
performance or problems

1l

Counsels and ¢ iches
subordinates on a

Il L
Takes a progressivo “
stance in anouraging

S
S,

v r,:f"’

‘and/or through training and needs. Provides less than with assignmenls warrant day-to-day basis providing |professional growth and u

development activities related adeguate or inaccurate it. opportunities. for doulopment. Willing. ¢

to their current and future feedback. feedback. Exhibits an to act as a mentor for>, § 1

-Jobs. active concern by others, Increases’ «3‘ «

" identifying and supporting effectiveness of - .r =L 4

%;‘.‘u , training and development subordinates b, hﬂpinm.\“x

. activities. them identlfy helr o\ 42 g

o needs, designi ng or’ ,u\ ;

$. ocat'ng appropriate’: g ; Tod

1 development si uations. 3

lannipng a anigin o - = = RN Mg}g '

i - — — et

Establishing a course of action Ay g

for self and/or others to Experiences difficulty in Adequately plans own work Subordinates are well Conmunu{ anﬂcipuu e d
1ish a specific goat: deﬂn! tasks and and that of work group, organized with work nd systema cally plang.i’=:y B

P‘IM ng proper lssigmnts of o:go own and/or given pre-established structures and priorities courses of action Iu SHagnd ATy

personne) and appropriate rdinates work, parameters and/or timeframes. jknown, {cctlm and support of objectives{ it '} Ko

‘"“‘“W of resources, measuranents are weil Give rou? cons d‘. 24y B

2 established, oratzon to t' I e B
: cont cu 0oh 4“ 2

{dentifying m s .
tla‘dgg:h very. . ..n&,};

} ‘“ ‘ fu;w *IM
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Utilizing subordinates, skills,
and energies effectwei
Allocating decision malung

and other responsibilities

to the appropriate subordinate.

1l

Requires undue amount of
supervision to manage
people, Has difficulty in
giving up job responsibility
to athers, or in assigning
work to the appropriate
person.

12X

Delegates job tasks and/or
well defined responsibili-
ties to subordinates.

1l

Delegates effectively -
allowing subordinates the
resgonsubilit y for

3 ering and anal¥zin9
ata and prioritiz ng work
schedules. Provides
opportunity for feedback.

| ,
clearly deleqan:
?onsibilities,

decision makj
authorities to subon-
dinates. Provides .
effective information
and resources to accua-
plish work assignments.. 43 ;
Demonstrates marked . s -;» k
ability to target ind}<’ J?f c“z‘
viduals in tho or¥ani- ..' r«? %
zation to successfully«2% i1 E
carry out assignments. s’s% 4

Control -

Establishing procedures to
monitor one’s own job
activities and responsibilities
or to regulate the tasks and
the activities of subordinates.
Taking action to monitor the
results of delegated assignments
or projects.

leficult{ in recognizing_
the importance of monitoring
or following up on the
adequacy or timeliness of
work assignments.

I—l
Takes action to follow-up

on work, tasks, or
activities periodically.

1

Effective in monitoring
Jjob activities and
responsibilities for self
and subordinates,
Recognizes budget

constraints, Observes
work in progress for
adequacy and timeliness

grovides for periodic
feed ack or status reports.

|

Uses systematic and Y
efficient methods for i !
tracking activities for ARSI <
which individvals or . . 3 ‘f s
organization are respon~: i? :
sible. Achieves results ,,_,5
within budget. Operates:y:.
with a heightened senso,-‘f
of urgency when needed N
get maintains effective BN
alance between concern.

for pooglc and concern &4

for work results.

Walking Your Spaces -

ACCESSIBLE - Person-to-person
communication., Observation of
work at employee's work place.
l.istemnz to employees,
SENSITIV Consideration of
subordinate's feelings, needs
and Ydeas. PERCEPTIVE - Abiljty
to;judge whether employees
are do ng the right thin ?s for
the righ reasons. Ability to
be self-critical, Hak n?
decisions and taking action
baud on one's assessment.

€

.

Exhibits lack of initiative
in makinﬂ oneself accessible
to subordinates. Shous lack
of awarencss of one's
behavior and its impact on
others. Demonstrates
difficulty in assessin
problems or o?portunitles
and in provi ng follow-up
with enployces.

'IMs tevel indi ‘“tsnm? m, upedinnls {0 acceplable performincd. IF INIF BOR 13 ¢

into an actlon plan

i

'*' L). i’:‘}&‘z' g 3 i

I—l

Person o person
conmunication is
generally open. Is
receptive to ideas and
needs of subordinates
during assignments,
scheduled meetings, and/or
problem resolution.
Provides follow-up on an
as-necded basis,

i I .
SN SRS
TUaL

iIX

Routinely observes and

talks with employees at
their work station. Fosters
a give and take atmosphere
uhere ideas and needs can
be aired ogenl .

strates ability to deumim
Keoplc are doing the

rig t thlngs for the right
reasons and provides
direction or problem reso-
lutions in a timely manner.

—_ 521,}. "5 ¥
l-| Q'?}: ‘3,’4' R
Contiruously domonstra- -5 i K2
tes an effortful commit-. é‘ .
ment to bei accossiblo} 7, B4
to subordinates; °ﬁ: R T
and sensitive to e e 1
needs, feelings, and ‘~ -3- LA
ideas; and pcrcoptivc.i },1, S 4
with ngard to actions: NS
to bring performance .1';41. 5 %5 K
in line with expec é‘;\,h i
tions.  Promotes highit 7€ F
standard of excell ‘3‘%-.;},»5. b

an atmos ',;?i’ﬂ;ﬁ ;
:ubs uen o
ndcr: p wil) J,

of foctin.. . *1
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b Unacceptable
“J] performance

Does not meet ex tions.
Failing to meet basic
* requirements of the
position. Managewent
action necessary.

{ 3
Al
rsen
MOTE:
-
! .
' :
| ‘3"

# ot
7,

r.

1f at the end of the review cycle (Septesbe
conducted at the end of the next

:.'mperﬂsor's Summary Statement and Comments:

Check one based on performance during this review period

te
| X_1 Performance

Peets basic expectations.
Performs similar to
break-in period on new
Job. Performance
indicates certain limita-
tions, Isprovements
needed in specific areas.

quarter,

(Section 3)

Solid
I} Performance

Fully cospetent perform-
mance, Consistent]
meets expectations m a
timely/quality manner.
Con§idend a t;gtlmual.)le

contributing
:Y IO{;!the success of
the organization.

Performance which clearly
and substantially exceeds
expectations for major areas
of position. Contributes
significantly to work group
productivity. Highly
effective in many key areas.

r) the employee receives an “unacceptable® rating, a formal review of performance must agala be _ "

-y program, very little implementation has taken place. Extensive effort will be required to make the necessary progress in 1989.

Sustained extraordinary
which far exceeds expecta
signiﬁw.n¥ adds to work grouwp -
performance in

contribution,
the organization receive this .-/
rating. Achievable but seléom.
attained performance. ..

excess of peer: - . 7

§ | st

loyee's Comments (Op.ional)

Top performers In": %1 Y4

e

SR ST e e e o

‘.;‘

Date: /* 5 ¢ §7  meviewed by:
1 hbploy«:,‘;f‘ |G ) ~ Exployee signature:
PRI LT AR BRI S s o9l e S A 5 B L e E T

(SETE Y  PRULIENE: 3|
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oz PERFORMANCE DEVE
3’ C (Section 4)

' purpose of this section is to assist the management ewployee in performing effectively in his/her present us!Mt by identifying strengths
improvement needs, and developmental activities, Performance development ac:?vities can also be viewed as an occasion, an opportun t;? for 4

ins rt_of career objectives. This section is leted at the inning of the next review period. (Use additional paper if necessa_g.! ’ 4
Career Interests (Completed by employee.) -

B)o specific. Indicate preferences and alternatives.

".; B :.‘
- i
B." Longer Range 4
What strengths and abilities has the enployee demonstrated in his/her present or most recent position? (Completed by Supervisor during quarterly ",’.
and annual reviews.) ) i
i Pr. Fiser has a very strong technical understanding of the chemistry area; additionally, he has considerable experience in this area.

{

L3

i

In wvhich areas of performance does the employee need the most improvement? (Completed by Supervisor during quarterly and annual reviews. Areas
no_ted should be accompanied by a corresponding performance development action plan. See reverse side.)

 Wr. Fiser must becarn morc aggressive in the performance of his duties. Many discrepancies
: should have been corrected in a more timely manner. Mr. Fiser has a tendency to wait for co
assistance is either not required or forthcoming.

in equipment and personnel performance
rporate assistance in many areas where
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