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The Honorable John T. Conway
Chairman
Defense Nuclear Facilities Safety Board
625 Indiana Avenue N.W., Suite 700
Washington, D.C. 20004

Dear Mr. Chairman:

In the Revised Implementation Plan (IP) for Board Recommendation 93-3, Improving
DOE Technical Capability in Defense NuClear Facilities Programs, the Department
commits to implement policies and procedures to preserve Facility Representative
capabilities and positions.

As a deliverable pursuant to Commitment 5.5.1.1 of the IP, the following is a
description of how the model policies and procedures to preserve Facility
Representative capabiiities and positions have been implemented.

Development of model policies and procedures to preserve critical technical skills_
associated with Facility Representative positions was an interrialmanagement action
item under the revised 93-3 Implementation Plan. These model policies and
procedures were developed and incorporated into a nleinorandum dated April 21,
1998, a copy of which is enclosed.

The model policies and procedures include sample language to be used as an
amendment or modification to Facility Representative position descriptions (and
any vacancy announcements issued to fill the positions) describing the knowledge,
skills, and abilities required for entry into a Facility Representative position. Those
selective factors, along with the unique nature of the duties and functions of the
position, distinguish the Facility Representative positions as unique for competitive
level purposes and for qualification determinations during a reduction- in- force.

Modifications to position descriptions or competitive levels for 20 I Facility
Representative positions, based on the model policies and procedures, were
reported complete by all appropriate Offices/Field Offices by October 26, 1998.
Enclosed is a sample of a revised Facility Representative position description
submitted by the Richland Office.

*Printed wnh soy ink on recycled paper



The Department has completed the actions identified under this commitment, and
proposes closure of this commitment.

If you have any questions please call me, or your staff may contact Mr. Dave Roth at
(202) 426-1506.

Sincerely,

Thomas W. Evans
Executive Secretary to the

Federal Technical Capability Panel

Enclosure

cc: Steve Richardson, Panel Chair
Panel Members
Mark B. Whitaker, Jr., S-3.1
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United States Government

memorandum
Department of Energy

" 1M1I: ,\PR 2J "t998
MJlU1D .
A11NOP: fM-1O(J. ~auenf'eldt. 202 S86-1643)

8l&IECT. GuidaDce on Retention ofFacifity llopresentative TedmiceJ Competence durina Reductions in Force

"lOt Distn"butiOa

The Department's Revised Implementation Plan (IP) for Defense Nudear Facilities Safety Board
Recoounendatjon 93-3 renews the Department's cotnlhitmcnt to maintaining the technical
capability neceswy to safely manage and operate defense nuclear facilities. Retaining highly
quaIi1Jed employee. iD critical technical skin••~ is vital to tho maintenance ortbese technical
capabilities. The Department hal therefore oommittcd in the revised 1P to the development of.
model that oftices can use 10 proactively manage ind preserve eritical technical capabilities.

. . . .

DurinB the wont casc FiscaJ Year 1998 Budget scenario. the Department bad to quickly prepare
for a widespread reduction in force for the flrst lime io over 1Syeara. Position descriptions.
qualification requirements. and competitive level determinations had to be reviewed and
documented in • very short period oftime. The Department became concerned about the
vulnerability ofunique critical tedmica1 po,itions under these cire.,amstlllCCl. orparticuJu
cooccm, were DOFs Facility Representative position&. These positionl· operationatllrety rote
in their I55ignod f8ci1ities is reoognb.ed as unique within the Department. Fortunately. tile
DcpartmeDt was abfe to cancel the majority ofreductimt in roree actioDl resuldna from the FY
1998 Budget proposals. but the need to review and improve docurnentatioa required Cor ally
fUture reductions io force remained. " . .

'ntis memorandum and its attachments focus on the Facility Representative position in order to
address the type ofdoaJmentation DecesSIt)' to luppon competitive level determinarlons and to
document special qualification requirements beyond those published~ the Office ofPersonnel
Mana&ement where applicable. This same process may be applied to "other positions. espcdaJly
other- critical technical positions. where duties and quaJification requirements are unique. Thia
model is provided as auidance to be used. as necesW')'. by individual field omces to supplement
existing procedures.

lD reviewing the Facility R.epresentative quaJifications prosra"m. It was dctennined that a level of
lmowledae and experience needed to be identified ror development ofthis mode" The portions
ofthequa1i6cation process common ror aD Facility Representatives which must be completOcl
before a candidate can be considered a "Designated Facility Representative" are listed in
Attachment L .
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Distn"bution wI Attachments

--.._..... --
. - -- --------- --------

~ Reis, DP-l
P. Brush. EM-I
J. OwendoO: EM-I
M. Krebs, ER-I
~ Godley, FE-I
A Durham. HR.-I
H Canter, MD-l
T. Lash. NE-I
L. Barrett, RW-l

..

B. Twining, Albuquerque Operations Office
J. Kennedy, Chicago Operations Office
J.

o

Wilcynski, Idaho Operations Office
G. Johnson, Nevada Operations Office
J. Turner, Oakland Operations Office
J. Hall, Oak Ridge Operations Office
L. Dever, Ohio Field Office
J. Wagoner, Richland Operations Office
J. Roberson. Rocky Flats Field Office
G. Rudy, Savannah River Operations Office

ce: wI Attaclunents
R. Gonzalez, OMD, AL
R Ylimaki. CH
D. Shadley, ID
R Friedrichs, NV
D. Eddy, OAK
L. Stevens,· OH
T. Harris, OR
C. Bosted, RL
R Bennett. RFFO
P. McEahem,. RFFO
C.lzqierdo, FE
L. Quarles, SR
J. Kaysak. EM
K. KeDar, DP
W. Pearce HR
E. Tourigney, NE
J. Arango, 5-3.1
F. L. Schwartz, ER

Servicing Personnel Offices



Attachment 1

Formal Designation as a Department ofEnergy (DOE) Facility Representative (FacRep)

The training and qualification process required ofDepartment ofEnergy Fadlity Representatives
varies somewhat throughout the DOE complex. The portions ofthe qualification process
common for all Facility Representatives which must be completed .before a candidate can be
considered a "Designated Facility Representative" are:

1.) The General Technical Base Qualification Standard', and

·2.) The Facility Representative Functional Area Qualification Standard'. and

3.) At least six (6) months experience assigned to a Facility Representative position under the
tutelage ofa FacRep supervisor, FacRep mentor. or senior FacRep at DOE facilities.

When these three conditions are met, the Field Element Manager may award Designation to the
candidate. The Facility Representative Program Manager, in the Office ofField Management,
FM-IO, should be notified of all Designations for DOE-wide recording purposes. The Field
Element Training Organization and PersonnelOrganization should also be notified to record the
training achievement and to assign employees to Designated Facility Representative position
descriptions with the established unique competitive level codes.

It is important to note that Designation is not equivalent to "Qualification" as defined in DOE
STD-I063-97. "Establishing and Maintaining a Facility Representative Program at DOE
Facilities." Facility Representative Designation will occur BEFORE a Facility Representative
achieves full Qualification'. Qualification occurs in accordance with each Field Element's Facility
Representative Program plan. and will include completion ofFacRep Qualification Cards;
facility-specific knowledge requirements. examinations, and oral boards.

Note 1. Qualification Standards are to be completed as specified in DOE 0 360.1, Training.

Note 2. Individuals previously Qualified as Facility Representatives under DOE-STD-1063 who
have met Designation requirements are eligible for Designation by the Field Element Manager.
All notifications must be made.



Attachment 2

The Facility RepreSentative PersoMel Guide issued in 1993 included sample position descriptions
for use in fiJJing Facility Representative positions. The following selective placement factors are
samples offactors which may be augmented or tailored to Designated Facility Representative
positions at any site. Appropriate selective placement factors must be incorporated into the
knowledge required by the position and used to determine basic qualifications for job entry. In
addition, the inclusion ofthese selective placement factors along with the unique nature ofthe
duties and functions ofthe position support the .establishment ofunique competitive level codes.

Selective placement factors. when incorporated into the knowledge required for job
accomplishment and when supported by the duties and responsibilities ofthe position, extend the
qualification requirements for initial "entry into the position as well as entry into the position
during reduction in force.

In order to fully perform the functions ofthis position, the incumbent must demonstrate:

• Knowledge ofthe advanced concepts, theories, principles, and practices of engineering or
related physical science fields sufficient for independent technical evaluations of all
aspects of nuclear and/or non-nuclear facility design, construction, maintenance and
operation activities for facilities associated with Department ofEnergy activities.

• Knowledge of safety analysis principles and techniques sufficient to describe the basis,
function, and operational characteristics of safety systems in the event that emergencies
preclude immediate access to relevant plans and specifications.

• Knowledge of laws and regulations relating to occupational safety and health,
environmental compliance, nuclear safety, and industry standards applicable to conduct of
operations/maintenance at assigned facilities.

• Ability to operate independently at assigned facilities, serving as DOE technical expert
regarding operational safety, day-to-day operational oversight, problem identification,
analysis. and problem solving. "

Completion of the requirements for "Designated Facility Representative" could be evidence of
meeting the above selective placement factors.
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~,. u.s. Department or Enel'JY
Richland Operations Ollke 88/3761'

.W0p'SCOPE DELIVERABLES
'l

B~CDflS~s~cific'asb 0/a position diJItr dtptNIing upon the /uTlCtionltypt 0/.,.'0'* ptrfonntd in a gil'tn organlzorion. they
Dr~ describ~d in a separate documelll tlllirled Wort Scopt Delivtrables (WSD). 71It WSD Stn'ts thret purposts: 0) pro~'ides

11 communication '001 bttM'ttn the slIptn'uor and tlllplo)'et regarding job expectations: 2) suppltments in/ormarion
contained in .ht Position Description; and 3) providts Q iinJ; '0 tach tmplo)'ee:S PtrfonnaTICt Appraisal PlDn (Job SptC'ific
EI"rwnt # j lorNun-Supe~isoryEmployfts; aNI Job Specific Eltment #6/or Supen'isory Emploj'tts),

POSITION TITLE, SERIES. CRADE

Facility Representative 05-14

ORGANIZATION'S PURPOSE STATEMENT:

POSITION NUMBER

.' ..

ORGAN17..AnON NAMFJCODE

DELJ';ERABLES i(These'are the prj~ytasks' o(the e~lo).ce i~ cODtributl~itci~ sup~ns iiie puipOseoftli~ :,' , :
Organization)' . . . . .,." '., ....:.... . . . : " :...... __ ..

1be Facility Repr",-sentative (FR) is primarily tasked with implementing the FR Program as contained in RLID 1300.1 and in the
FR Instructions. These duties include perronning as RL Manag~menfs in-facility e\'a1uatOrs of facility operations. safety. and
effectiveness. To perrorm these duties. the FR has to ha\'e e~tensive operational exprrience and a thorough )rnowledge 'of DOE
requirements. facility equipment, and contractor personnel performance.

1be FR is tobe 3~'areof all facility conditions and report any significant changes to DOE management. This task requires the FR
to understand functions or facility equipment. engineen'd safety features. administrative controls and actual performance both on
day shift and l'I3ck sbifts. The FR will need to daily read all pertinent logbooks. review work orders. be aware ofchanges in .
equipment and the si,Bnilieance of any cbanees to safety and emergency equipment,

In the C''eDt of a facility emergcncy. the FR win staff the position of the Incident Command Post RL Representative. The FR \\ill
respond to the Incident Conunand Post and provide an independent evaluation to the Emergency Operations Center. To adequately
perform Ibis task. the fR must bave a thorough understanding of the preplanncJ emergency response procedures. understand
facility hazards. and be able to e\-aJuate the actions of the contractor·s staff 10 C'ombat the conditions.

The FR \\ill periodicaTIybe assigned as the on-call Duty Officer for the Division, In this role, the fR will have to respond to upset
and emergency conditions at all Division facilities. This requircs the fR 10 be knowledgeable of a1llhe Division facilities, The FR
will ha,,'e to stand in for the regularly assigned facility fR on an as needed basis.

The FR win be responsible for completin,B the normal assessment plan for the facility as described in the fRIs. and documenting
these activities in bolh abc FR logbook and the monthly report to RL and conl1actor managemenL The FR will normally lead
assessments on their own and .other facilities. This requires the fR to be certified as a Lead Auditor. The FR can also be a member
of accident in\'estigation tearns and can be certitied to lead them. 1be FR will normally review and accept or reject facility
Occurrence Reports. These are normally included in lhe monthly report on FR oversit9tt activities, The FR will need 10 be
qualified on the DOE ORPS system.

1bc foR \vin train. or assist in training, assigned FR candidates and particip3te in the FR certification process as required, 'The fR
will attend periooic FR IDCetings to maintain awarcness ofcurrcllt site wide issues and maintain qualifications on assigned
facilities. The FR \\il1 maintain qualification in their facility and rcqualify on a ~riodic basis.



General EngineerlPhysical Scientist
(Facility Representative)

GS-0801/1301..14
Richland Operations Office....

Purpose of Position:

Serves as line management's on-site senior techniCal representative with responsibility for
identifying and evaluating environmental, safety and health issues and concerns. Technical
presence req~ires the incumbent to make informed judgements needing an expert level of
technical competence regarding safety of operations. These operations are conducted in highly
complex, unique facilities whose hazards to workers, the public, and the environment are .
non-routine and where potentiaJly harmful consequences are significant.

l\Jajor Duties and ResJ)onsibilitie~:

e

Utilizing a knowledge ofprofessional engineering and scientific disciplines conducts daily on-site
performance based evaluation of facilities and operations encompassing highly
specialized or unique requirements.

•

e

..

'.
e

•

•

e·

•

Responsible for producing assessment plans,conducting assessments and following
corrective actions, and meeting schedules as directed by management.

Djrects work ~f others assigned to facility(ies) as a team leader.

Monitors, observes and assesses operating conditions, including environmental, safety and
heahh issues and concerns.

Participates in investigations of events to diagnose root causes and follows through to
ensure proper correcrive actions were taken.

Recommends both shon-term compensatory measures and ultimate solutions to DOE site
management.

Performs continuous, independent, and technicatty-based observations that are performed
through unscheduled inspections or "walk-throughs" of the facility(ies).

Evaluates facility(ies) and operations from the standpoint ofpublic/personnel health and
safety, nuclear and industrial safety, quality assurance, environmental protection, facility
.moditicationsand maintenance, formality ofoperations and management areas.

Ensures compliance with DOE Orders, contract provisions, and standards through the
inspection process.

. Generates written evaluations identifying inadequacies or weaknesses and resolves directly
with the contractor Facility Manager or, ifneccssary. elevates through DOE line
management.



• Participates in meetings with contractors and project sponsors to assure adherence to
quality assurance. environmental health and safety requirements, schedules, and designs.

, 4 • Responds to facility events and facilitates the notification and reporting of occurrences and
'1

any safety or operational concerns.

• Responds to Inspector-General, audits and Congressional inquiries

• Participates as expert consultant and program evaluator in Inspector-General
investigations and other special reviews.

• Keeps abreast ofemerging technologies.

• Attends shift turnover meetings; reviews operational logs; and reports observations.

• Provides guidance to other employees.

• Authority to order "stop work" of operations when imminent danger is judged to exist.

Utilizing a knowledge ofprofessional engineering and scientific disciplines, the employee serves
as a technical consultant to activities concerning facilities planning, design, construction,
operations and/or maintenance for different categories of facilities.

'"

• Advises senior DOE officials. and represents the DOE Contracting Officer Representative,
for assigned faciJity(ies), or activities and actions that warrant prompt attention, with
recommendations as to solutions of critical problems, and possible foUow up action.

• Provides professional consultations on a broad range of difficult technical issues and
problems.

• Provides technical input to RL. DOE, and/or government-wide publications, guidance and
. criteria.

• Retied upon as the expert source on observations and assessments ofcontractor or RL
environmental. health,. and safety related performance as recommendation for award fee
determination.

Investigates ofT-normal and unusual occurrence situations and employee concerns.

• Participates in the investigation and review of events or conditions having facility
operations or environmental. health and safety considerations.

• Participates in group investigations to unusual occurrence situations or accident
investig~tion teams.

• Participates on selected teams assessing the facility's operational, safety. quality,



."
•

environmental, or security posture.

Observes, evaluates. and reports on the effectiveness of the operating contractor in the
areas ofoperational perfonnance. quality assurance, management controls and worker
health and safety.

Reviews plant modification packages and facility(ies) projects for substantial new construction,
renovations and improvements for real property facilities encompassing highly specialized or
unique requirements.

• Reviews ~equirements and management plans;

• Monitors project(s) through all construction phases to assure compliance with contract
provisions and standards.

• Participates in meetings with contractors and project sponsors to assure adherence to
quality assurance, environmental health and safety requirements, schedules, and designs.

'Ensures an events are properly and accurately reported.

• lnitial single point ofcontact between contractor and DOE for all event notification and is
avaiJable 10 respond to the facility(ies) around the clock.

• Serves as DOE expert regarding operational activities and problem identification. analysis
resolution and tracking, and problem solving.

• Assists programmatic line management in communications with appropriate level orDOE
management up through the RL Manager and HQ Program Manager.

The Facility Representative is required to participate in,.and qualify under the DOE Technical
Qualification Program (TQP) in the: I) General Base Technical QuaJification Standard.
2) Primary and Secondary Functional Area Qualification Standard, and 3) Oflice!Facility Specific
Qualification Standards. The Facility Representative is required, as a minimum. to meet the
requirements of the Facility Representative Qualification Standard. Other qualification standards
will be determined by the Division Director/Assistant Manager.

Factor I, Knowledge Required by tbe Position

General Technical

Level 1-8, JSSO point.s

Mastery oftwo or more engineering and/or scientific disciplines. including advanced concepts,
principles, and practices ofengineering/science so as to be able to serve as an expert to resolve
difficult facilities engineering problems and issues. and monitor and evaluate complex facilities
engineering programs and projects.

Knowledge of related engineering and scientific concepts and their application to safety analysis
reports and plant protective systems. .



Regulatory

•• Knowledge ofenvironmental, safety and health principles, practices, procedures. laws, regulatiQns
and anTenl legislative issues. .,

Ability to apply new technologies to problems not resolvable through conventional methods.

Ability to research. analyze. interpret and apply rules, regulations, and procedures.

Knowledge of standard contracting regulations, practices. and procedures.

Administrative

Ability to lise project/program planning and budgeting cycles. financial control and budget
systems. and other management tools to accomplish programing. determine resources. and
perform long-range planning.

Knowledge ofconstnlction standards. methods. practices and techniques, materials, and
equipment to determine compliance with regulations and s~andards.

Ability to communicate and interact successfully with others at all organizational levels, both
internally and externally in order to negotiate changes and modifications in policies and practices,
participate in problem resolution. and convey requirements and recommendations in a technically
competent manner under stressful conditions.

Ability to communicate in writing in order to develop, organize, and present ideas and technical
information in written form. and present issues and recommendations for solution to complex
technical problems.

Knowledge of automated data processing concepts. systems capabilities. and economic usage to
effectively accomplish assigned functions.

Ability to plan and organize work.

Ability to maintain good working relations.

Management. Assessment, and Oversight

Ability to monitor and evaluate the overall effectiveness ofthe operating contractor in procedural
adequacy and compliance. training. quatifications activities. safet), aspects ofdaily operations. and
implementing corrective actions to identified deficiencies. .

Knowledge ofassessment (compliance and performance) principles and techniques necessary to
identify facility 81.1d program deficiencies, best practices, and potential systemic causes to identity
corrective actions.



Knowledge ofthe operations. products. services, needs, and goals of the project(s)/program(s)
and the facility(ies) studied or served. and related customers, functions, resources, and users.
Knowledge of inspection techniques used to identify eve~t precursors..,
Ability to plan, lead, conduct and record surveys. incident investigations. safety inspections and}
management review and appraisal techniques. .

Ability to lead special audits or assessments as directed by management.

Ability to analyze problems and to develop timely and economical solutions.

Factor 2, Supervisol)' Controls' Level,2-5. 650 points

S'upervisor provides administrative direction with assignments in terms ofbroadly defined
missions or functions. The employee has responsibility for planning, designing and carrying out
programs. projects, studies, or other work independently. Results ofthe work are considered as
technically authoritative .and are normally accepted without significant change. If the work should
be reviewed, the review concerns such matters as fulfillment of project/program objectives. effect
ofadvice and influence of the overall program, or the contribution to the advancement of
technology. Recl)mmendations for new projects and alteration of objectives are usually evaluated
for such considerations as availability offunds and other resources. broad program goals or
national priorities.

Fac.or 3, Guidf'linrs Level 3-4. 450 points

Guidelines are broad national, agency, and local directives for operating and maintaining facilities
in a safe and environmentally sound manner. The individual must frequently use ingenuity and
experience in making decisions where unusual or controversial technical issues are involved. In
many areas. the individual may be required to interpret the guidelines and select the most
appropriate method ofaccomplishing the work. For some activities. little or no guidance may be
available and a knowledge of the total program requirements may be the basis for making
decisions.

Factor 4, COI11J)Il'xity Level 4-5, 325 points

. Assignments are of such breadth. diversity and intensity that they involve many varied and
complex features. The work requires that the employee be especiatly versatile and innovative in
adapting, modifying, or making compromises with standard guides and methods or originate new
techniques or criteria. Assignments typically contain a combination ofcomplex features which
involve serious or diOicuh-to-resolve conflicts between engineering/scientific and management
requirements.

Factor 5. ScoJ)e anti Erred Level 5-5, 325 points

Purpose of the work is to resolve critical problems or to develop new approaches or methods for
use by olhers. Often selving as a consultant or coordinator. the employee provides expert advice



and ,guidance to ,officials. managers and other engineers within or outside the agency. covering a
broad range of complex and critical activities. Results of the efforts affect the work ofothers
experts both within and outside the agency or the development ofmajor aspects of agency
environmental management programs.

• .. Factor 6, Personal Contacts Level 6·3, 60 points

Personal contacts include a variety ofofficials, managers, professionals or executives within DOE,
contractors. other agencies and outside organizations. state agencies, and private industry.
Contacts are often unstructured or undefined in advance. A high degree of diplomacy and tact are
required for satisfactory resolution ofcontroversial matters.

Factor 7, Purpose or Contacts . Level 7·4, 220 points

Purpose is to provide techni'cal expertise on facility activities~ recommend solutions on complex
issues and problems: keep senior management apprised on program status; and coordinate and
obtain agreement on operational plans. maintenance and construction projects. The employee is
required to represent DOE-RL as anexpert on assigned facility(ies). Influences or persuades
other technical employees to adopt technical points and methods about which there are conflicts,
to negotiate 'agreements with Project Managers and contractors where there are conflicting
interests and opinions among organizations or among individuals who are also experts in the field,
or tojustify the feasibility and desirability ofwork proposals.

Factor 8, Playsir~lI Drmal1ds Level 8-2. 20 points

Regular and recurring physical exertion. such as long periods of standing; climbing vertical
ladders and scaflblding; crouching. bending. stretching. or stooping; and moving in physically
restrictive areas where individual must be alert in order 10 maintain secure footing.

Factor 9. "'ork Em'ironmrnt Level 9·2. 20 points

Regular and recurring exposure 10 risks andlor discomforts which require special safety
precautions. working around moving parts or machines, irritant chemicals and radiation.
Required to lise special protective clothing or gear for radioactive andlor hazardous materials.
The employee is required to wear a multi-purpose dosimeter. necessitating an annual physical
examination.

Work occasionally requires travel away from the normal duty station. Shift work may be
required. The employee may be required to work other than normal duty hours. which may
include evenings. weekends. andlor holidays. Overtime may be required. The employee must file
the required financial disclosure statement.



NON-SUPERVISORY PERFORMANCE APPRAISAL PLAN (INCLUDES TEAM LEADERS, PROGRAMIPROJECT MANAGERS)

U.S. DcpaI1lDeDl of EDeJ'IY

PERFORMANCE APPRAISAL PLAN NON-SUPERVISORY

t. Name: 12. Pay Plan/Series/Grade:
•• . .

3. Rating Period: To: : 1

Operational definitions are provided to illustrate examples of behaviors that correspond to
the optimum end of the rating scale. Several behaviors are listed for each criteria to
provide examples for a variety of situations. Therefore. all of the examples may not apply
to you.

NOTE:

SAFETY

BEHAVIORAL ELEMENTS (#1·4) WILL RECEIVE 50t OF THE TOTAL W£IGHTED SCORE
JOB SPECifIC ELEMENT (IS> WILL RECEIVE 50t OF THE TOTAL WEIGHTED SCORE

BEHAVIORAL ELEMENT NUMBER 1

I. \lORKS SAFELY .
- Hakes Safety #1 priority; demonstrates by example

. Observes safety requirements for job -- i.e .. Federal Employees Occupational Safety
and Health (FEOSH) requirements ,
Can identify risks and mediate them
Maintains a safe office environment
Demonstrates caring concern for others' safety
Avoids careless/unsafe behavior
Elevates safety concerns appropriately

TOTAL QUALITY BEHAVORIAL ELEMENT NUMBER 2

2- TOTAL QUALITY MANAGEMENT
Committed to continuous improvement through empowerment
Open to suggestions and works with others to implement new ideas
Promotes new and creative ideas

- . Has good judgement about implementing ideas/suggestions
Ability to visualize how potential ideas may play o~ in the workplace

3. DEALING Wlrn CIWa
Can effectively deal with change· .
Effectively handles risk and uncertainty ~th minimal 1mpact to others
Is an effective leader .

4. CUSTOMER FOCUS
Effective in meeting expectations/requirements of internal and external customers
Gets customer requirements and uses this information for improvements to the
products/services .

- (·Establishes and maintains effective relationships ~th custaners t..
~eeks feedback . . . .

1



u.s. Department of Energy· R1ch1lnd Opent1ons Office

PERFORMANCE APPRAISAL PLAN
NON· SUPERVISOR)

Rating Period:
-----------------------------_._. __..... -_....._._._.----_._------.-._---_.-.---_._.--._._ ..

BEHAVORIAL ELEMENT NUMBER 3

: 1

"

INTERPERSONAL

5. INTEGRITY AND TRUST
Seen as a direct and truthful individual
Presents truth in an appropriate and helpful manner
Maintains confidentiality "
Doesn"t blame others for own mistakes
Practices what he/she preaches

6. CONFLICT MANAGEMENT . ::'
Identifies and is instrumental in resolving conflicts

- Negotiates agreements and settle disputes equitably
Acknowledges other viewpoints ,

. Can ~n concessions without damaging relationships
.Can diffuse high-tension situations .

1. APPROACHABILITY
,Easy to approach and talk to
Spends extra effort to put others at ease
Sensitive to and patient ~th others
Builds rapport
Uses diplomacy and tact

8. BUILDING TEAM SPIRIT
Promotes strong team unity and spirit
Shares ~ns and successes
Recognizes others
Values team members
fosters open dialogue
Lets people be responsible for t~eir ~rk

9. DIVERSITY
Supports and ensures zero tolerance for discrimination in any form. and a ~rk
environment free of conflict. hostility" or harassment
Promotes diversity of thought. openness. fairness. and participation of all
employees in organizational processes

COt+1UNICATION . BEHAVORIAL ElEMENT NUMBER

10. WRImN COMMUNICATIONS
Is able to ~jte clearly and succinctly
Gets messages and the desired effect across·
Provides the information people need to kn<M to do their jobs

- Provides direct feedback and infonmation 1n a timely manner
- Information 1s accurate and meaningful

t ~. . . ,.

1



u.s. Departllent of Energy· Richhnd Operations Office

. PERFORMANCE APPRAISAL PLAN
NON·SUPERVISOR~

Rating Period:

11..

-------------_ _--.---.------_ -.-- .•......... - ......•..... _-_ _-- .

ow. COflUNICATIONS
. Effective in a variety of presentation settings: one·on·one, small and large groups,

.' i w1 th peers. di reet reports, upper management . 1
- Maintains focus of communication

Presents them5elves ·clearly and concisely
Provides the infonnation people need to knCM to do their jobs
Provides direct feedback and information in a timely manner
Information is accurate and meani~gful

.12. LISTENING ,
Practices attentive and active listen1ng
Patience to hear people out
Doesn·t interrupt ...

I
POSITION COMPETENCE JOB SPECIFIC ELEMENT NU~SER 5

13. PLANNING .
Identifies obtainable objectives and goals
Simplifies complex processes by breaking down work 1nto manageable steps
Can effectively plan and layout needed resources (time, cost, people)

14. PROCESS MANAGEMENT
Identifies and implements processes and resources necessary to obtain goals

-Effectively organizes people and activities
Separates and combines tasks into efficient work flOtti .
Measures performance against goals and evaluates results
Gets more out of fewer resources
Can change tactics midstream when something isn't working

15. BUSINESS ABILITY
Knowledgeable in current procedures, policies, practices, trends, and information
affecting the organization
hlare of how strategies and tactics affect the workplace

16. TIME ~GEMENT
Uses time effectively and efficiently . '
Sets priorities· .
Separates the critical few from the trfvial many and concentrates efforts
accordingly

17. PERFORMS ASSIGNED TASKS .
Effectively and efficiently perfonms aSSigned tasks

- t ~letes assignments in a timely manner
- ··Effectively utilizes resources (people. funding. material. support) t .
- Maintains state-of-the-art skills·and knowledge'

Uses knowledge/skills at hand to do the job
Can simultaneously coordinate multiple activities to accomplish a goal

3



. u.s. Depart8ent of Ener&>, • Richland Operations Office

~ PERFORMANCE APPRAISAL PLAN
NON-SUPERVISORY

Rating Period:
-------------------------------.._------- --- _ _---- --------.

. 18. DECISION MAKING
- '. Hakes good decisions based upon a mixture of analysis. knONledge. experience. and
• 4 judgement . . ' "

Hakes decisions in a timely manner . 1

Sought out for advice and solutions

19. PROVIDES CLEAR GUIDANCE TO CONTRACTORS AND/OR TEAM MEMBERS
Provides clear description of work requirements
Provides sufficient level of detail to ensure high quality of work
Provides constructive feedback to improve performance

I

CERTIFICATION OF DISCUSSION AND ISSUANCE OF ELEMENTS/STANDARDS

1 bave received a copy of my elements and standards for this evaluation period and have been provided an opportunity I

to discuss them with the rating official.

(Signature of EmJ>loyee)

(Signature of Rating OfficiaJ)

t .:. -

4

(Date)

(Date)

~ ,



Deparbnent ofEnergy'- Richla'nd
3600 Feedback - Non-Supervisory

'~oyeebean, rated (Ralee): .....:Ratina Period: 10/1197·3131198
~j..

\\'hal is )'our relAtionship to tho peBOD bein, ntocr.
SeII' .

su~..•..•.....•...•...•..........•.•....~
Tum LeAderlPlO,rarD Manaler•••••••••••••

CoDeal'aelPeer/Cuslorner .

E.rr1ptf11ee..•••••••••••••••••••••••••••••••••••••
--

-I am evaJuatin, myself.-

-I am ev~uatin,my direct report employee.-

'"I am the team leader for penOD beinl rated

-I am ovaluatin, a CoUeAJUelpeer/cuslomor.-,

-I am evaluating my IUpetvilor.-

!
i
i

J
Please circle the appropriAfe perfOf'DUUlCe score with to being the most comr:!ent and I being the least
competent. A score of JindiCAtes the perf'onnlUlCe of IlW behavior is essenliall), poor, a 10 indicates outstanding
or excellent petfof1l1lU\Ce. If)'ou feel)'ou lack the sufficient knowledge to evalUAte aD &rea, please select eN- for
thAt criterioo.

Your individuAl "'ponses will rel'MiD anon)'mous, onl)' composite informatioD will be returned to the person
btin~ evaJuAted. ,

How weU does this person perfonn this behavior? Please use the foUowln& scale for your evaluation:

Doe, Nell
Meet

~CCtilioa.a

SAFETY

Pcrf'onnaftCl
Meeu

EllpecliliODI

PCrf'OI1lleCe
ExCCI.

Expcclitiona

ConsistelllJ1
Excel.

Expeclitiona

1. WORKS SAFELY N 1 2 3 4 S 6 7 8 9 10

- MAkes Safety '1 priority; demonstrates by eXlUTlple .
- Observes s"fety r~irements for job - i.e., FedefllJ Emplo)'ees OccupationAl Safety and Heallh (FEOSH)

reql1iremenIJ .
- CM identify risks And mediate tbem
- MAintAins a safe office environmeat
- DemonslrAtes ~ring concern for oIhen· safety
- Avoids CAreless/uosafe behavior
- Elevates safety concerns appropriAlel)'

TOTAL QUALITY

2. TOTAL QUALITY MANAGEMENT N 1 2 3 4 S 6 7 8 9 10

- Conunitted 10 continuous improvement lhrough empoweJDJ~
- Open to suggestions and works with otllers to implement Jlew ideas
- Promotes new Mel (:ceAtivc ideas
- HAS good judgment "bout implementing i<!easfsuggestioDl
- Abilil)' 10 visualize how potentiAl ideas rna)' pJay 0\11 in the workplace

J. DEALING WITH CHANGE N 1 2 3 4 S 6 7 8 9 10

Jof~

- CM effectively deal ~ilhcbMge' . . .
- Effectivel)' hMdles risk Md uncertAinty wilh minimAl impact 10 olben
-Is AD effeclive leader

'')~ I



-t. CUSTOMER FOCUS N 1 2 3 4 5 6 7 8 9 10

- Effective in moeliD~ expectations aDd requiremeols or internal and extornal customers
- Getl customer requiremeDls aDd wea this information ror improvements to tho productslNrviceI
- p.ablisbea and maintAins effective relationships with customen.'..'oeb foeclbact .. .
INTERPERSONAL

5. INTEGRITY AND TRUST

- Seen as a direct aDC1 tnJthful inc1ividual
- Presents troth in anapproprlate and belpfull1l1U1DU
- MAintAins conrtdentiaJity .
• Doesnoc btlU1le others for own mistAJcoa
- Pnu:lices.what be/she~

6. CONFLICT MANAGEMENT

- Jdentmes Me! is instnamentAl in resolving conflicts
- Ne&otiAtes .greements And settles disputes equilably
- Acknowledges other viewpoints .
- CAD wiD concessions without dAmaging rel.tionship'
- ClUJ diffuse high-tension situations

1. APPROACHABILITY

- EAsy to approacb Me! t.lk to
. - Spends extr" effort 10 put others AI ease

- Sensitive to and JlftIieol with others
- BuiJds rapport
- Uses diP'omAc.)' and tact

8. BUILDING TEAM SPIRIT

- Promotes 51roDg teNn "nity and spirit
- ShAres wins ADd su~esses .
- Reco&nizes otbetl
- VAlues team members
- Fosters open dialogue
- Leu people be respoosible for tbeir wort

9.D~RSI1Y

N 1 2 3 4 5 6 7 8 9 10

N 1 2 3 4 S 6 7 8 9 10

N 1 2 3 4 S 6 7 8 9 10

N 1 2 3 4 S 6 7 .8 9. 10

N 1 2 3 4 S 6 7 8 9 10

- Supports Md ensures zero tolerlUlcC for d"lScriminarion in My form. and a work eavironment free of
conflict. hostility. or Mrassmm

- Promotes diversil.)' of thoughto openoess. fairness. and pIlr1iciplltiOD or al1 employees in orgAnizational
J>fOCcsses

CO)IMVNlCAnON

10. WRITTEN COM1'truNICATIONS

- Js ,,"le to write clearly M<1 succinctly
- Gets messages Md the desired effect ftcrOSI
- Provides the infonnfttion people need to know to do their jobs
- Provides direct feedback M<1 inforrMtion in • limelyl1WUlu
- lnI'onnation is accurate Md meaningful

N 1 2 3 4 S 6 7 8 9 10

3'998·



11. ORAL COMMUNICATIONS N 1 2 3 4 5 6 7 8 9 10

• Effective in. variety of preaenlaliOD tetlin,s: ODe-oo-one, .mall and w&e &roups. with peen, direct reportl.
u~r mana&ement .

•·Maintains focus oreommunicatiou,-'teHtJta themselves clearly and conCisely
• ~rovides the information peoplo need 10bow to do their jobs
- Provides direct feedback And information in • timely manner
- InrOl'lDalioa is acc:urale and meMin&ful .

12. USTENING

,- Practices attentive and active tistenm,
- PAtience to beAr people out ' .
- Doeso'l intulUJll

13. PLANNING

N 1 2 3 4 5 6 7 8 9 10

- Identifies obtAinable objectives Mil IoU
- Simplifies complex processes by breAking down work into lJ\MIl~eable steps
- CM effectively pllUl and layout needed resources (lime, cost. people)

14..PROCESS MANAGEMENT N 1 2 3 4 5 6 7 8 9 10

- ldentifies and implements processes ADd resources nocesSAl)' to obtain goAls
- Effectively orglUlizes people and activiti..
- Separates and combines lAsks into efficient work now
- MeASures perfonnlUlce against goals and evaluates results
• Gets more out of fewer resources
- CaD ehAn~ tactics midstream when something isn't wotkin,

15. BUSINESS ABaITY N 1 2 3 4 5 6 7 8 9 10

- Knowledgeable in amen! proce<1ures. policies, practices, trends, and information affectin, the
orglUliz.atioa

- Aware of bow stnltegies and tActics Affect the workplAce

16. TIME MANAGEMENT N 1 2 3 4 5 6 7 8 9 10

• Uses time effectively and effICiently
- Sets priorities
- SeJllU1lfes .he critical lew from the 1Jivia] lDIlDy ADd concentrates efforts accordin,ly

17. PERFORMS ASSIGNED TASKS

• Effectively and efficiently performs assi~ lub
- Completes Assignments in a limely manner
- Effectively utilizes resources (peoplo. "mding. material. IUppott)
- MaintAins state-of-the·art skills and bowled,.
- Uses 1cnowledgelskins "t hand 10 do lhe job
- CaD orchestrate mUlriple activities at ooce 10 accomplisb a loa!

18. DECISION MAKING

N 1 2 3 4 5 6 7 8 9 10

N 1 2 3 4 5 6 7 8 9 10

- M~es good decisions bASed upon II mixture of MaJysis. 1cnowledge, experience. and judgment
- Makes decisions in lllimely mlUUlu
- SO\lgbt out for advice and solutions

99S'
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•, 19. PROVIDES CLEAR GUIDANCE TO
CONTRACTORS AND/OR TEAM
TEAM MEMBERS

- Provides clear deacriptioD or work requiremeDta
'rt>rovides sufficioat level ofdew' to ensure hip quality or work
• PlOvides conslnKtivo feedback 10 improvo performance

N 1 2 3 4 S 6 7 8 9 10

.. or...

General
Comments:'--------------------------


