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Annual Performance Review for Postdoctoral Scholars

This review form is to be used to evaluate a Postdoctoral Scholar’s progress and accomplishments in research and professional skills development during the previous annual performance period.  

Instructions 

Be succinct.  The use of bullet points is strongly encouraged to highlight each separate goal. 
Postdoctoral Scholar: Complete the “Postdoctoral Scholar” sections #1a-6a.  

Supervisor:  Complete the “Supervisor” sections #1b-6b.  

	1a. Postdoctoral Scholar:  Research Goals.  List your research and professional skill development goals that were identified for your Postdoctoral Scholar appointment for the past performance review period.

	Postdoctoral Scholar Goals:
· Advance the research projects of the Performance and Algorithms Research group XXX project
· Increase knowledge in parallel computing
· Publish XXX articles
· Collaborate with XXX research groups and teams



	1b. Supervisor:  Research Goals.  State if you agree with the Postdoctoral Scholar’s listed goals for the past performance review period. List any clarifications, additions, or deletions.    

	Supervisor Comments:


	2a. Postdoctoral Scholar – Progress on Research Goals:  Assess your progress on your research goals and professional skills development during the past performance review period.  Address each goal.  If no progress was made, note “no progress.”  


	Postdoctoral Scholar Comments:  
I published three articles (one in press) and successfully aided my group in advancing XXX project.  I increased my knowledge in Parallel computing by doing XXX training and completing XX project.  I collaborated with XXX group.


	2b. Supervisor – Progress on Research Goals:  Provide evaluative comments on the Postdoctoral Scholar’s progress on his/her research goals and professional skills development during the past performance review period.  For example, confirm the Postdoctoral Scholar’s specific contributions and impact.   

	Supervisor Comments:



	3a. Postdoctoral Scholar – Areas of Strength:
List several of your most valuable strengths.
	4a. Postdoctoral Scholar – Areas for Development (or Improvement):
List several areas where you need further development.

	· Writing skills
· Programming skills
· Project Management

	· Networking
· Presentation Skills

	3b. Supervisor – Areas of Strength:  Indicate whether you agree and add your own perspective.     
	4b. Supervisor – Areas for Development (or Improvement): Indicate whether you agree and add your own perspective.  

	

	


	5a. Postdoctoral Scholar – Related Accomplishments: 
Describe other related accomplishments. Below are possible examples.  If your particular accomplishment is not listed below, then add it.  If an example below is not applicable, delete it.

	Postdoctoral Scholar Comments: 
Research Related Examples: 
· [Title] (2016) [Authors], Journal of Computer ScienceTechnology, XX, XXXX. LBNL-XXXX
· [Title] (2017) [Authors] Parallel and Distributed Scientific and Engineering Computing (PDSEC), XX, XXXX. LBNL-XXXX
·  [Title] (In press) [Authors] Proceedings of the IEEE, XX, XXXX. LBNL-XXXX

Safety Related Examples: 
· Maintained an up-to-date training record 
· Consistently stayed authorized and within scope of Work Planning & Control (WPC) activities
· Completed safety walk around and ensured office area is a safe environment for daily work

Leadership Related Examples:
· Co-Principal Investigator of XXX project
Other Accomplishment Examples:
· Participated in XXX Employee Resources Group (ERG)
· Volunteered with Workforce and Development office for elementary school group Berkeley Lab site visit


	5b. Supervisor - Other Accomplishments:  Provide evaluative comments on the Postdoctoral Scholar’s other accomplishments in the past performance review period. For example, confirm specific contributions and impact.   

	Supervisor Comments:



	6a. Postdoctoral Scholar - Goals for Next Review Period:  Identify your research and professional skills development goals for this next performance review period. 

	Postdoctoral Scholar Comments:
· Continue to advance research in XXX group.
· Publish 4 articles during the next performance period.
· Attend seminars and forums to increase knowledge and networking opportunities.


	6b. Supervisor – Goals for Next Review Period:   State if you agree with the Postdoctoral Scholar’s listed research and professional skills development goals for this next performance review period. List any additions and/or clarifications.    

	Supervisor Comments:





Next Step Instructions

	For Postdoctoral Scholar:    
· When you have completed your Annual Performance Review form, login to the Berkeley Lab Performance Management website--pmp.lbl.gov and click on the “finalize” button, then click “submit.”  Before you initiate this action, make sure you have entered all of your desired comments.  Once submitted, this document is routed to your Supervisor and you will not be able to access it again to make additions/changes.
· After the annual performance review discussion with your Supervisor, you will have the opportunity to sign your review electronically.  After your review discussion, your Supervisor will initiate the Laboratory's electronic signature application, called Hellosign.  You will then receive an email with a direct link to electronically sign the document.   At that time you may also provide further comments in the Postdoctoral Scholar Comment section of the review, if you would like to.  Your signature and agreement to the HelloSign terms of service does not necessarily mean that you agree with your performance review.  Your signature acknowledges that your Supervisor has provided a copy of the review and conducted a performance review discussion with you.
·   After you and your Supervisor have completed the electronic signature process, you will receive an email with an electronic signed copy of the review.  You may print a hard copy for your own file.

For Supervisor:
· When you have completed your draft of the Postdoctoral Scholar’s annual performance review and are ready to share with the one-up reviewer(s) (e.g., matrix supervisor, team lead), login to the Berkeley Lab Performance Management website--pmp.lbl.gov.  Click “share with reviewers” to share with the one-up reviewer(s).
· When you are ready to release the review to the Postdoctoral Scholar, login to the Berkeley Lab Performance Management website--pmp.lbl.gov.  Click the “release to employee” button, then “submit.”  Before you initiate this action, make sure you have entered all of your desired comments and that all one-up reviewer(s) have completed reviewing the document.  Once you click “submit,” it will be shared automatically with the Postdoctoral Scholar and he/she will be able to view the entire document.  This is an immediate, permanent action that cannot be retracted. 
· Once you and the Postdoctoral Scholar have reviewed and discussed the performance review, login to pmp.lbl.gov and click “Initiate Signing” to start Hellosign, the electronic signature process.  The Postdoctoral Scholar will then receive an email with a link to electronically sign the document.  Once the Postdoctoral Scholar has signed the document, you will receive an email with a link for you to electronically sign the document.  Your signature acknowledges that you completed the Postdoctoral Scholar’s written annual performance review, provided a copy of it to the Postdoctoral Scholar, and discussed the annual review with him/her.
·  When electronic signatures are completed, you both will receive an electronic copy of the signed review.   
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