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! FOUR_PRIMARY OBJECTIVES _g,gg

(1) Improve quality and productivity by effectively defining, minaging and evaluating accountabilities reflected in the position description. 3 ':.'-"{.

(2) Ensure that management job performance supports the achievement of corporate goals and objectives within the highest standards of excellence. ' .- ? o,

(3) Provide a planning tool for training management employces to do their current jobs better. (4) Create a means of identifying candidates for future .43 ;'L

leadership roles. _ :e;‘:j:,;o‘..':;y,.

.47 » ‘.A.'-ﬂ‘.';-

KEY ELEMENTS IN THE PROCESS - ,.,-hé( 5

50 )

The Performance Planning and Evaluation (PPE) process involves these key elements in a continuous annual cycle: Performance Planning, Performance '..":-;:;‘,,J;
Management, Performance Evaluation, and Performance Development. . - gl .

+ V. Planning . "-"f."';‘ !
3 % WY 5
i At the beginning of the Performance Planning and Evaluation cycle (annually in October) each management employee will meet with his/her 3 ’:"‘}fn ]
‘ supervisor and jointly identify four to six accountabilities {objectives) for which that managmnent employee will be held responsible during "< e<ds B3
the coming review period. The supervisor and management employee will also define together what measure,” standards, or descriptions will be '-;f'".wf
; used In assessing well the work s being performed, and the expecled results. The position description is significant because it bem;‘:-'-:.;‘ AN
Lhe_cornerstone aqainst which performance is measured. ) '.';:Eﬁ"'s“;{‘ K
2. Management . Y ‘g{ g
i ey Bl
. Performance Mananonent fermetimes referred to as mnitorlng) means conlinuous day-to-day, week-to-week, communication between the supervisor i ¢.%

and *° una_ merl ewpivyet 1cgarding objeclives, how they

. re beina performed, and progress on individual development. 1t is an Snformation -fw:;i«";-,".‘ /Y
feedback and coaching process involving the observation of work an ’

results. A minimum of one review must be held quarterly and documented, ¢/  oi. . A

, Each management onmployee recelives an interim performance rating at the end of every quarter, refiecting accomplishmenis, the extent Lo which . = .f ;
. progress 1s being made in work and develnpment activitics, and how well management skills (performance factors) are being utilized. . ,,-.Z.;,;’z".-.;:’.

H‘;'. ","
+ 3. Evaluation TN EE

o
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~
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&til-‘;‘?
Fowrt

At the end of the Performance Planning and Evaluation cy.ie (annually In Seplember) supervisors evaluate each of thelr M-Schedule envloyees' !

with regard to Accountabilities, Performance Faclors, and ierformance Dcvelo?lmnl Activities for the whole year. One overall performance foEd
rating is given at this time, The appraising manager should come to a decision regarding the overall rating based on his or her perspective. .- 't ‘fa‘r
of the employce's performance during the whole yrar, '*,;:g.?.', 2

v _m}‘.'}h‘;

4. Development B 3

' foans iy
Development activitles are lnle?nl to management employees arhicving thelr maximum potential, Developmental needs are first identified £ s
he cycle as areas needing inprovemenl ur opportunities for growth. After developmental needs have been A R

during the evaluation ghase of
Jointly identified by the supervisor and the management employce Lhey are translated into action plans ar4 monitored, with appropriate
changes, throughoutl the next review cycle.
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PATING DLEINITIONS USFD DURING QUARIERLY AND ANNUAL EVALUATIONS g
¢ | AR
___. Unacceptable ., Meguate . Soiid ___, Superior . Exceptional A },-,’f
|| Performance 11 Performance || Performance |_| performance I—_1 performance S e
Does not meet expecta- Meets basic expectations. Fully compelent per- Performance which clearly Sustalned extraordinary perfors w33
tions, Falling to meet Performs similar to formance. Consistently and substantlally excecds mance which far exceeds expecta~'® CHA
- basic requirements of  break-in period on new meels expectations In a  expectations for m{or areas tions and significantly adds to LA F
i the position, Manage~ {ob Performance Limely/quallty manner, o{ position, Contributes w}r'k”group f’f"’ nce X’c’ Cxces 'ﬂyf‘vﬁf - .
ment sction necessary, ndicates certain Conslidered 2 vdluable significantiy to work growp o r contribution. Ach'avable:p: o7 0 Fie 2
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ACCOUNTABILITTES EXPECTED RESULTS ACT"[JAFRESULTS " '(‘%y'; B
N A AN
Llst four to six major activities, ongoing Develop specific, measurable results Copy this form and revlew the progress made - 1’| ivionls kB
gonslbllitles. and/or special objectives for cach accountability or objective. in meetlnx the expected results on a periodic . c2rats 5
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i ; i PERFORMANCE FACTORS (OBSERVED) Camh Urﬂ;.‘ ?
' FOR ALL MANAGEMENT EMPLOYEES SRRk W
Check One (Sectlon 2-4) Perf, describe how ot A 3!
| erformance Fictors escr 1 abou R
accomplishing job responsibiljties "P m 90 s s X ‘
Ana‘lysls 8 Decision Making - l__,‘. = = . . ‘-; - :; »,,*.’5‘}
X Lt '\.'.‘,
' !dontifylnq fssues and == - . 1= ~'i.~"'$,- _73
problems, relating and Supervisor frequently Occasionally anal*zes Generally anticipates and COnslstenUy 2 !ln 32‘ .:}‘
n? data, idenurYinq rcqulred to identlfy problem problems to a satisfactory analyzes problems., Estab- [analytical sklw ‘,‘ .'vg
cause/e ect relationsh areas, o¥eo generally conclusion, lishes priorities and plans |relevant data. Brinq ft, .
Making judgments reflecting does pot consider enough schedules accordlngly. problems and opportun -?,l b,
factval intormation and information in making Reconmendations an ties to the attention “2:3 s
organizational resources. recommendat lons or decls!ons decisions generall of mnagemmt in a wa) ,'vgﬁ.*
Developing alternative causes or over analyzes to the poi int include consideration of ord re? r, EXCOp= 4% it2
of action, that decisions are not made, all relevant factors, onal ns'n under Ji'§ 1,
3 time pressun. RN 1Y
Innovation & Creativity ) i ”5:’{‘"‘:!
- — > —_— — —_ , "‘.-' ‘:
I~ - 1] I~ | Wi s
Generating and/or recognizing Loune
imaginative techniques or Rarel{ lntroduces new ideas Can be resourceful but Frequently demonstrates Highly innovative, - 5% i
creative solutions to introduce [or meihod Frequently uses originality. Offers Frequently consultesd :..ﬁz'{‘v,.
new methods, concept, and establ)ished methods for syogestions or new for new Ideas and %y o8 [t
processes. reaching goals. ap; “viches. mothods, Provides . ‘-,};*i,.,-'!
3 creative solutions 6™~ 1.,-3:3
¢ complex problem, .-~mx-.,,
LY A.'_‘ “4
Communications (Oral & Weitten) |, __ - } _ SR AN
= 1= I N DA
Effective oral and writlen s b
expression In presenting ldeas Performance Indicates a Communicates effectively Proficient use of oral and |Or3) ana .  ‘en com- ' E o0
individually or in & group. deficiency In the following In most areas., written communication munication pro "-u:g,:;!. o
Abill!{ to organize snd present  |area(s): skills. Conveys information |cles are Mghl¥ ao
fdeas In & meaningful form, Verbal communication ski)) in a clear and meaningful o?od Yery of oct!n ‘) e
Written communication skil) form, individually or in ning, organizing, ., Sy
i Presentation ski}l groups., and conveying Informas -5 "Q .
v tion and making -.in :® i £
: presentations. . ., o ,",),,, "
et ttenion = = = el
IETfactiv - IZle 1= 1= i }; :
AbI1Tty to plck out essence of Problems or Inefficiencles Usually aware of the needs Actively 1istens and Jemonttrates h‘g ,21{"3\:
wvhat {s boln? sald or oburud. are crested sometimes by of others for information, observes, Obtains or effortfy .,.} -
Uses Info fon to identify imblllty Lo effectively feedback and acts on A.t...)y n clits -J-" Hpt et
and amwu prob oms and listen, identified problems and PASIY, ‘ M
opportunit opportunities. bt oﬁfﬂ"?' L , e
g ; |affect cha %n e % KA
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berfoma.nco Factors
Applicable to A1l
Ranaqers

Time Management - Plannin
prioritizing work to utilize

avalladble time productively.

Effectively applying effor
{aihed period of time.

over a sus

4

o

Work product is often
incomplete and/or late,

11

Adequately sets prioritles
and schedules time with
normal supervision in
order to complete tasks.

Il

Generally uses time
productively and meets
deadlines. Steady worker;

works extn time when
required

Adaptabilit

changing enviromments,
Adjusting to changing
directions, demands
priorities
personali itfes.
t'

'.
t..

- Malntalning
effectiveness ln varying and

c‘rcamhnces or

Often falls to produce
ammtely when job
Itions are altered.

x|

Usually produces
acceptable results when
Job condulons have been
altered, Requires some
adjustment period.

Il

Adjusts positively and

productively to new

environments or changed

Job conditions in a

:7latlvcly short pertod of
ne,

Tearmo - Working and

nteracting with others in a

cooperative manner to

accomplish overall business
goals, Supporting decisions
through Ind vidual action.

i

r
.

o

DIfficulty In effectively
dealing with others.
Hinders individual or group
goal achievement,

I~
Accepts the need to work
with others., Provides

assistance and information
when requested,

1x)

Develops positive work]
rolal?gnspgllh others, M
Provides help, advice, and
suggestions,

n'lht!n 8 Job Conmlt_l_rg -
1'naling aclion a

’ valnlnq active auenpu to

*'~ye goals. Tenacit

eting tasks and so‘vlng
ﬂm. Willingness tgogurl

gxln effort to get the
done

Requires frequent direction
or prompling,

U
N
.

I” e responsibility
wher gt delined
dire.Leoas are glven,
Contrihutes \nput when
called upun

TThTs Vevel indicates prpblems or
into as action plm (mtlon 4).
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spediments 10 acceplable performince, 1T ATS bu. ",

|

Provides extra effort in

Idontlfy n? what needs to
akes | ndcnt

acuon and requires )ittle

supervision,
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ness to get
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Meets unoxpocm or :
lanned changey ln ‘
conditions with l

Da M

~
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o b

challenges as .
opportunities.

oomonuntn lndorsMp '.
cooperation

feedback and seeks

opportunities to

effectively.assis

others toward ac

lnd!vldual or 9roup
13

Consistently mr-' W
!V. $0 Ut:bﬂl

e

DR S -l

)
I

unmvmn

XA

>F

i

"| y“"'l\

&)Mm&we iR i i s b RPN R

dpet,



| Fpy i

RS **"f;“'r,f T T a:r:“' %% w«' m\; '-,&;,., ik
“' "‘Q.s‘;’.'m‘o '\‘}\ Js ,Q‘ .n 1-\% "l%:ik# ~ ’V‘ " ﬂ‘lﬁf’ ‘ﬁ"' * "’k’\‘}q"’quw{“&m‘ }’ '“" "':"‘“” }.,5“{“’2 "#t " ‘vl'i‘) q‘ﬁhf‘:‘: :‘,“"?"A_‘j"_f‘ ‘4':\
! ' T ’:~'_‘3’:: .""i:{;f_-' A
RN 1 ,;’, :
Tt el byp
AN ), ¥
A 5»'515?5
A PERFORMANCE FACTORS (OBSERVED) ) \3:;'-';-.4".‘
! FOR ALL MANAGEMENT EMPLOYEES WHO SUPERVISE . SRRy
{ check one (Section 2-6) Perf describe how erployees MF""; 4
erformance Factors descr )] about k¢
Optional_for Non-Supervisors accomplishing job responsibil; Ti‘e:p w© \f? ’}
Leadership ~ — . — —_ : _'-','3-3“-;'.:,;'v N
] oy 1= I—l I~ " ",.-'-;.I ,ﬁ“ﬁﬁ.u
| Uuﬂzing apgrcprlate ATy
] interpersonal methods in Lack of established Adequatelg working Has clear goals for the Maintains absolu!n u:u ’4';5 ?
' guldin? individuals toward task |direction for the area relationship with unit and seeks creative clarity of nission fa-"T-q‘

v saccomplishment or conmon supervised. Actions do not smployecs. Acknowledges ways to assist enployees self, unit and .. - o< ST,
2goals, Ability to maintaln reflect the support and role as leader of area in adopting them. es loyees, * .3 ,,r‘,‘;{.“-‘.':
ggroup cohesiveness and confidence of subordinates. supervised. self well and has alnea rdinates are - e .ifm.‘}-
‘ cooperation and facilitate the trust and conftdenco certaln of the unit's \‘,v"
1group process. of the members of the unit. |goals and have taken. ;-1 -C

fo: . them as theh- own, . iERIAL
| ! Creatively inspires and: ik
L motivates unit m:bcrsu 3
" to achievement of. . 14 "
oals, Builds cllmu ' Y
1 p or results, . | .:;..,x,,‘,;‘.
' - = -i‘ng ’
’ Development of Subordinates - — —_ — RS ;:,“;
; o I—l (| I—l ROt A
Dcvnopl skills and T @'.’-
‘corpetencles of subordinates Exhibits lack of sensltlvlly Provides coaching when Counsels and ¢ iches Takes a progressive . .’I:J' %
'through the creation of insight |[to enplozees development performance or problems subordinates on a stance in encouraging: &; S-._::;,
and/or through training and needs. rovides Jess than witlh assignments warrant day-to-day basis providing [profcssional growth andq Py
development actlvmes related ua!e or inaccurate it. opportunities for development, Willing. ¢ ,,k’ 3
to their current and future fe ack, feedback. Exhibits an to act as a mentor for>, §:t ]
. . active concern by others, Increases’ 5 .'_a.* ; n ¢
. ident)fying and supporting Jeffectiveness of = .1l
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Utlllzing subordinates, skills, R L
and energies effeclively. Requires undue amount of Delegates job tasks and/or Delegates effectively - Clearly delegates s TEE Ly
Allocating decision making supervision to manage well defined responsibili- allowing subordinales the nslbﬂitles, C o T}
and other responsibilities people. Has difficulty in ties to subordinates. responsibility for decgoion making, and>F 1Y
to the appropriate subordinate. |[qgiving up job responsibility 3at ering and analelm authorities to subotw};‘%"i.'
to athers, or in assigning ata and prioritiz dinates. Provides ..=3. 7 (

work to the appropriate schedules. Provides effective information ,3’,«2 el |

person, opportunity for feedback. and resources to accom- .01 K

plish work assignments..=i (/% &

. : Demonstrates marked .. <5:1" "’,

ability to target ind) S B
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2ation to success ully s :

carry out assignments, " ..1 " ¥

Control - . “5.7"-':'1": s

1—I* 1~ Ix I~ 8 v

Establishing procedures to oY B
monitor one’s own job Difficult{ in recognizing Takes action to follov-up Effective in monitoring Uses systematic and s

activities and responsibitities |the im?o ance of monitorlng on work, tasks job activities and efficient methods for v ;3¢ i

or to requlate the tasks and or following up on the activitles perlodically responsibilities for self tracking activities for .1 1 PR

the activities of subordinates. adequacy or timeliness of and subordinates. which individuals or . . .3 72 Y

Taking action to monitor the work assignments, Recognizes budget organization are res n-?. { ¥

results of delegaled assignments constraints. Observes sible. Achieves resu)u';ﬂzb T

or projects. work in progress for within budget. Oparates:,r ]
adequacy and timeliness with a heightened sonsohg‘ _"..,

: and provides for periodic of urgency when needed ;| ¥
feedback or status reports, zet maintains effective. \ﬁf‘.‘g’, :

alance between concern s }-\uf‘
for e and concern 47 : 4. F¥J
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ACCESSIBLE - Person-to-person R
communication. Observation of Exhibits Tack of initiative Person to person Routinely observes and Contiruously dcmonstra- °. ;.‘
work at employee’s work place. in making oneselF accessible conmuynication is talks with employees at tes an effortful comit- &
Listening to employees, to subordinates, Shows lack generally open, IS their work station. Fosters {ment to bel acccsslblo} r‘
SEHS"IVE Considerauon of of awarencss of one's receptive to ldeas and a give and take atmosphers |to subordinates; 21
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are doing the right th ?s for problems or o?porlun ties problem resolution. geoph are dolng the with rogard to actions-’ a -l
the right reasons. 1ty to and In prov ng follow-up Provides follow-up on an rig t things for the right |to bring rrfonmnca iy ATy G
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(Section 3) ' NS
M one based on performince durlng this review period T TR
. FETBER &
Unacceptablo te Solid _ Superior Exupuml R T
l | Performance I2X1 Performance I="1 Performance |——| Performance 11 performance TR
Does not meet ex tions. Meets basic expectations. Fully competent perform- Performance which clearly Sustained extraordinary porform E:; .
Falling to meet basic Performs similar to mance, Consistently and substantially exceeds which far exceeds expectations aad' :."l:g
-requirements of the break-in period om new wmeets expectations ina  expectations for major areas signiﬁwtl{ adds to work m - RS
position. Management Job. Performance timely/quality manner. of position, Contributes rformance In excess of peer . '-;'; ;
action necessary. indicates certain limita- Consndered a valuable significantly to work group contnbution. Top perfm |l ..‘"
tions. Isprovements u? ul;e contributing productivity. Highly the organization receive thic : -1:-,; ;.::';,
{: . needed in specific areas. 1 success of effective in many key areas, rating. Achievadble but seléom’ :'.:r,_ RS
2 the organizatios, attained performance. N _».;ia
MOTE: 1IF at the end of the review cycle (Septenber) the employee receives as “snacceplable® rating, a forma) review of performance mist m\l bo .Zta-':g:.,:?r_'
E? conducted at the end of the next quarter. R R A
Smn!sor's Summary Statement and Coxments: N '-‘\.‘“

r?: " The overall performance of the Cheaistry Group is not acceptable. Although Mr. Fiser has expended a great deal of effort in developing an W“‘
‘y program, very little isplemcntation has taken place. Extensive effort will be required to make the necessary progress in 1989.
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3 ) PERFORMANCE DEVELOPMENT
Y
1‘ ) {Section 4)
-

3.

The purpose of this section is to assist the management employee in performing effectively in his/her present assigrment by Identifyl stnnqﬁn
Isprovement needs, and developmenta) activities, Performance development ac't?vities can also be viewed as an occasion, an {t;? for
in support of career objectives. This section is completed at the beqinning of the next review period, {(Use additional paper if necessary.

Career Interests Completed by enpl .)
8‘0 specific. Indicate prefereo;g :z'dealumllvcs.

A, Mext ‘
‘:

B.: Longer Range

Bhat strengths and abilities has the exployee daonstrated in his/her presenl or most recent position? (Completed by Jupervisor during quarterly
and annual reviews.) .

/' me. Fiser has a very strong technical understanding of the chemistry area; additionally, he has considerable experfence in this area.
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1In vhich areas of performance does the employee need the most improvement? (Completed by Supervisor during quarterly and annual reviews. Areas
aoted should be accompanied by & corresponding performance development action plan. See reverse side.)

A, Fiser sust becoow morc aggressive in the perﬁ;mance of his duties. Many discrepancies in equipment and personnel performance
. should have been corrected in a more timely manner. Mr. Fiser has a tendency to wait for corporate assistance In many areas where

{ assistance is either not required or forthcoming.
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