
November 30, 1998@

A*r -
Department of Energy

Washington,DC20585

The Honorable John T. Conway
chairman
Defense Nuclear Facilities Safety Board
625 Indiaria Avenue N.W., Suite 700
Washingto~ D.C. 20004

.

Dear Mr. Chairman:

In the Revised Implementation Plan (IP) for Board Recommendation 93-3, Improving
DOE Technical Capability in Defense Nucle-~ 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 1P, the following is a
description of how the model policies and procedures to presewe Facility
Representative capabilities and positions have been implemented. ...

Development of model poli~ies and procedures to preserve critical technical skills
associated with Facility Representative positions was an internal management action

.

item under the revised 93-3 Implementation Plan. Thixe model policies and
procedures were dc%eloped and incorporated into a memor&dum dated April21,
1998, a copy of which is enclosed,

.“ -.”
,,.

The model policies and procedures include sample IanWage 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 entiy into a Facility Representative position. Those
selective factors, aIong with the unique nature of the duties and finctions 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 for201 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 Offke.
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The Department has completed the actions identified under this commitment, and
proposes closure of this commitmeti.

If you have any questions please callme, or your staffmaycontact Mr. Dave Roth at
(2o2) 426-1506.

S*L

Thomas W. Evans
Executive Secretary to the

Federal Technical’Capability Panel

Enclosure

cc: Steve Richardson Panel Chair
Panel Members
Mark B. Whitaker, k., S-3.1 ~
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memorandum
. .

. .

~ Wdance cmRetemtkm of FaclIity ~~tive T~ni~ h@mce duringReductionsin F-
-. .

.
m Distriitht .“ . .

.
The Department’sRm”sedlrnpknen~oon FIan & for Defense Nuclear?aeilhies Sdkty H

eeomrnendalion 93-3 renews the Department’s commitment to maintaining the tedlllh!
>ility necewuy 10 safklymanageand operatedcfmse nuclear fkeilities. Retaining highly
WMed mployecd b C4iticidtechnical skills a,yxuu vital to the maintenanceOftbese technical
capabi!itk The Departmenthas theretbrc oommittedin the rn”sed IP to tk devdoprncnt ofa
model that offices a use to proactivdy manage dnd presemc critical technical capabilitiU.

. .

Durirtgthe woratease FisealYear1998 Budget wcnario,the ~uhent had toquicklyprepare
for a widespread reduetion in force for the first time in over 1S years. Position deseliptio~
qudiication requirements,and competitiveleveldeterminationshad to be reviewedand
documented in a very shortpetiod of time. The Departmentbecameconceanedabout the
vulnerability of unique died technical positionsunder thesearwmstaneu, Ofpartiedar
eooeeq were DOE’SFm”lity Representativepositions. Thesepositions’~ational safsty rote
in their wigned fkcitities is recognid as unique within the Dep@ncnt. FoMdy, the
Depart.mcmtwas able to osn+xlthe majority of reduction in force actiom redti~ thm the W
1998 Ihdget proposals, but the neal to review and improvedocumentat”~ roqu”d fbr ~
thture reductions in for~ renudned.

Thh memorandum and its atttiments focus on the Facility Repmsentat’Weposition in order to

address the type of documentationnecessaryto support competitive levd de&minationa and to
document spech! qualificationrequirements bqond those published@ the OfFiccof Personnd
Managementwhere appIi~ble. This samepr~ may be appliedto other position%espedalty
other critical technical positions, where duties and qualificationrequimmentaare unique. ‘fhii
modet is provided as gui&mce to be U* as necessary, by individud field offices to supplement
existingprocedures

In reviewing the Faciity Representative qwdiications prognirn, it was de4emh&d that a level of
howledge and mpericn~ needed to be identified for development of this modol. The portions
ofti qualification process commonfm allFaoifityRepresentativeswhichmustbe oornpletd
before a candidatecanbe considereda “Ik@nated FacitityRepreacntativemarc listed in

. . Attachment L .
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qu!ationa f~ m Iltle 5, Code of Federal RO@htiOIM Part351.403 w’hkb ddna ●

~clwd= .“,. ,

‘...all @tioruht a COM&iIiW ara w?tiih are in the 5anM# (OrOCCUJMtkd bd)
and c?.assihation wits, andwhich am aimihr enough m dutie+ qulifuxtim ‘‘
S’+.mW4 pay scbcdu!q and worlci~ conditionsan that an agen@mayreassigntba
IncumbentOfcbneposition to any ofthc otbcr pt@bns iu the bvel yithout undue

“ inkrruption.” .:- ..,

~ order that competitive “Hs can & properly cstablisl@ position descriptitis niuat kument
the duties and hctions #ormed as well ~ the knowIedBerequired to IUly ptxfbrm tk dutia
of the positiw especidy where qualificationsshouldbe expahdedbough tbc U$CofacJc&c
p!acqumt &tom. The FacilityRepresentativePersoMel GuMc isawd in 1993 prodded sample
positiondesufptions as well .aainformation about the possi!i]ity ofcstabhhim acktiva
PI- ktors. ?his memorandumprovidessamplehm8u~e that canbe wed as an
amedment to those positiondescriptions and any vaca.nq announoemcota iasu@ to fill b.
positions kcfii~ the Imoivledge, sW!%and abilities required (sekctive pkxxnenI fhctora) &w
entry in~ the kignatcd Facility Reprtmtative Positii. w sckSiVC f~ora akng with the
unique nature of the duties and fimctionsof the posit”mndistiiish the Des@ted Facii
R+resentative Positionsas uniquefor competitivelevelpurposesand for quaMkatii
dctcrrnhations d@n8 IhcRIP p&eaa. (See Machment 2.)

. .

Quesdons qarding this model should be sent to Joe Hasscnfcl& Fdity Representative
fhg~ kfaaager, FM-IO, or to Pam Jcclwll, Am*stantDirector!& Workfii Reirtventi@
HR-32. Joe can be reached aI 202586.1643, w via c-d at “josqh @ssaafddt@hq doe @V”.

l&n $anbc reached at 202 586-8S11,or via wnail at ●pam.jcckeU@@oe,goW.

f%wb M&int Sccrctnry
fw HumanResouroes

c ./ ‘“ Acting-ate Deputy Secmhty
for Field’Managent@
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niutia w/ Attachments:

V lbi~ DP-1
P. BruA EH-1
J. Owendom EM-1
M. KrebsER-1
P. Go&y, F&l
A Durh~ HR-1
H. Canter, MD-1
T. Laak NE-1
L. Barre% RW-1

.— —— ..— —.—— - .-. -------- -—.- ..-

— . -—

. -.

B, Twining Albuquerque Operations office
3. Kennedy, Chicago Operations Office
J.”Wkynski, Idaho Operations Office
G. Johnso~ Nevada Operations Office
J. Turner, Oakland Operations Office
J. Hal~ Oak Ridge Operations Office
L. Dever, Ohio Field Office
J. Wagoner, Richland Operations Office
3. RobersoK Rocky Flats Field Office
G. Rudy, Savannah River Operations Office

CC: w! Attachments
R Gonzakq OMD, AL
R. Yhmal& CH
D. Shadley, ID
R. F&drich$ NV .. .
D. tidy, OAK
L. Steven% OH
T. Harriq OR.
C. Bost~ RL

--. . ..

IL Bennett., RFFO
P. McEahe~ RFFO
C. Izqkrdo, FE .
L. owirle~ SR
J. Kaysalq EM
K. KellarO DP
w.Pearce HR
E. Tourigney, NE
J. Arango, S-3.1

.
F. L. schwart~ ER

. .

Servicing Personnel Otices
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Attachment 1

Formal Peskmatio n as a Department of Ener~ (DOE) Facility Representative (FacRep)

The training and qualification process rquired of Department of Energy Facility Representatives
varies somewhat throughout the DOE complex. The portions of the qualification process
anxnon for all Facility Representatives which must be completed before a candidate can be
considered a “Designated Facility Representativea are:

I.) 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 of a FacRep supervisor, FacRep mentor, or senior FacRep at DOE facilities.

When these three conditions are met, the Fwld Element Manager may award Desiwtation to the
candidate. The Facility Representative Program Manager, in the Office of Field Management,
FM-10, should be notified of all Designations for DOE-wide recording purposes. The Field
Element Training Organization and Personnel Organization 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 Desknation is not quivalent to ‘Qualification” as defined in DOE-
STD-1063-97, ‘Establishing and Maintaining a Facility Representative Program at DOE
Facilities.” Facility Representative Designation will occur BEFORE a Facility Representative
achieves fill Qualification*. Oualificat ion occurs in accordance with each Field Element’s Facility
Representative Program plan, and will include completion of FacRep Qualification Cards,”
facility-specific knowledge requiremefits, examinations, and oral boards.

Note 1. Qualification Standards are to be completed as specified in DOE 0360.1, Training.

Note 2. Individuals previously Qualified as Facility Representatives under DOE-STD-1O63 who
have met Designation requirements are eligible for Designation by the Field Element Manager.
All notifications must be made.

.
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Attachment 2

The Facility Representative Personnel Guide issued in 1993 includd sample position descriptions
for use in filling Facility Representative positions. The following selective placement factors are
samples of factors which maybe augmented or tailored to Designated Facility Representative ‘
positionsat anysite. Appropriate selective placement factors mustbeincorporatedintothe
knowledge required by the position and used to determine basic qualifications for job entry. In
additio% the inclusion of these selective placement factors along with the unique nature of the
duties and fimctions of the position support the establishment of unique competitive level codes.

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

In order to filly perflorm the fbnctions of this position, the incumbent must demonstrate:

● Knowledge of the advanced concepts, theories, principles, and practices of engineering or
related physical science fields sufficient for independent technical evaluations of all
aspects of nuclear andor non-nuclear facility design, constructio~ maintenance and
operation activities for facilities associated with Department of Energy activities.

● Knowledge of safety analysis principles and techniques sufficient to describe the basis,
fimctio~ 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 healtk
environmental compliance, nuclear safety, and indust~ standards applicable to conduct of
operationslmaintenance 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 Representativew could be evidence of
meeting the above selective placement factors.

.
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US. Departmentof Energy
Rkhland Operations OffIce
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W(?$.KSCOPE DELIVEMBLES

Because specfic tush of a position diflcr depending uponthtfunctiotvlypeofwvrk peflorrned in u giwt organizrtlio~the~
are descn’bed in a separate documew entit[ed WorkScope Deliverables (WSD). l?re MUDseries Ihreepurposes: a) provides
a comnmnicotion mid between the supervisor and empkyee regardingjob expectalio~: 2) $upplemenfs in!ormafion
contained in the PositionDescription; and 3) provides o lin4 to each employeeh Performance AppraisalPlan (Job Specific
Element #5forNon-Supervisory Emp!oyees; and Job Spec~c Element#6 for SupervisoryEmployees).

POSITION TITI-13SERIES, GRADE POSITION NUMBER , 0RGAN17ATJON NAME/CODE

FacilityReprescmaliveGS-14

ORtitilZATION’S PURPOSE STAtilEIVR ‘“ ‘“ “’:.”’-’ ‘ ‘“” - ‘“ ~~ ‘““ ‘

DELIVERABLES: (Ikseare the pri&yt.asks’ ofthc ernplo~e i’ricon~buting:6 @ sup&xting t$e pti’bse of the’: .-~’”:
organization) ~~ .... - ‘ ..’ ,.- ..: ,,::. .: : .“ ., . . .:... .

The Facility Representative (FR) is primarily tasked with implementing the FR Program as contained in RUD 1300.1 and in the
FR Instructions. These duties include performing as RL Managment.s in-facility evaluators of facility operations, safety, and
effixtivcrrcss. To perform these duties, the H? has to have extensive operational expmience and a thoroughlcnowledgeof DOE
requirements. facility quipmcntj and contractor personnel performance.

The FR is lobe aware of all facility conditions and report any significant changes to DOE ,pmagement. This task requires tbc FR
to understand functions of facility equipmen~ engineered safety feamres, ahinisvative controIs and actual performance both on
day shift andback shifts. T%eFR will need to daily read all pertinent Iogbooh, retiew work orders, be aware of changes in
equipment and the significance of arty changes to safety and emergency equipment.

In the event of a facility ernergcncy, the FR WiIIsmff the position of the Incident Commandpost ~ Representative.me FR ~~l!
respond10the lncidcntCommand Post and provide an independent evaluation 10the Emergency Operations Center. To adquately
performthistask theI%musthavea thoroughundersmdin~ofthepreplannedemergency response procedures, understand
facilily hazards. and be able lo evaluate the actions of the contractor’s staff to combat the conditions.

‘Iltc FR will periodicallybe assigned as the on-call Duty Otlker for the Division. In MISrok theFR will have to respond 10upset
and emergency conditions at all IMision facilities. Tlis requires the FR to be knowledgeable of all tie Division facilities. The FR
will haw to stand in for the regularly assigned facility FR on an as needed basis.

Ile FR will be responsible for completing the normal assessment plan for the facility as described in the FRIs, and documenting
these activities in both the FR logbook and the monthlyreporttoRL and contractor management. The H? will normally lead
assessments on their own and other facilities. This requires @cFR to be certified as a Lad Audhr. lle FR can alsobc a member
of accident investigation learns and can be certified to lead them. The FR will normally review and acceptor reject facility
OccurrenceReports. I%ese arc norrndly included in the monthlyreportonFR oversi@ activities. The FR will need to be
qualified on the DOE ORPS spem-

Thc ~ will train, or assist in training, assigned FR candidates and participate in the FR Certificationprocess as required. I%e FR
willat[cnd periodic FR mc~”ngs to maintain awareness of curwnt site wide issues and mrdntain qualifications on assigned
facilities. The FR will mtimain qualification in their facility and requalify on a periodic basis.
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General Engineer/Physicnl Scientist
(Facility Representative)

GS-0801/1301-14
Richland Operations O~tce

Purpose of Position:
‘ “?

Seines as line management’s on-site senior technical representative with responsibility for
identifying and evaluating environmental, safety and health issues and concerns. Technical
presence requires the incumbent to make informed judgments needing an expett level of
technical competence regarding Safety of operations. These operations are conducted in highly
comple% unique facilities whose hazards to workers, the public, and the environment are
non-routine and where potent ially harmful consequences are significant.

Major Duties and Responsibilititq:

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

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

.
e Directs work of others assigned to facility(ies) as a team leader.

● Monitors, observes and assesses operating conditions, including environmental, safety and
heal~h issues and concerns.

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

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

● Peflorrns continuous, independent, and technically-based obsewations that are performed
through unscheduled inspections or “walk-throughs” of the facility(ies).

● Evaluates facility(ies) and operations from the standpoint of public/personnel health and
safety. nucIear and industrial safety, quality assurance, environmental protection, facility
modifications and maintenance, formality of operations 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 Itfanager or, if necessary, elevates through DOE line
management.



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

Responds to faci!ity events and facilitates the notification and reporting of occurrences an$
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 of emerging technologies.

Attends shifl 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 of professional 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 oflicials, and represents the DOE Contracting Ofllcer Representative,
for assigned facility(ies), or activities and actions that warrant prompt attention, with
recommendations as to solutions of critical problems, and possible follow up action.

● Provides professional consultations on a broad range ofdiflcult technical issues and
problems.

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

● Relied upon as the expefi source on observations and assessments of contractor or R-L
environmental, health. and safety related petiormance as recommendation for award fee
determination.

lnvestiga~es off-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 investigationsto unusualoccurrence situations or accident
investigation teams.

9 Patiicipa{es on selecled teams assessing the facility’soperational, safety, quality,



environment al, or security posture.’

● Observes, evaluates, and reports on the effectiveness of the operating contractor in the
areas of operational performance, quality assurance, management controls and worker

‘4 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
tmique requirements.

● Reviews requirements and management plans.
.

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

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

Ensures all events are properly rind accurately reported.

0 Initial single point of contact between contractor and DOE for all event notification and is
available to respond to the facility(ies) around the clock.

● Sewes as DOE expert regarding operational activities and problem identification, analysis
resolution and tracking, rind problem solving.

● Assists programmatic line management in communications with appropriate level of DOE
management up through the RL Manager and HQ Program Manager.

The Facility Representative is required to participate in,and qualifi under the DOE Technical
Qualification Program (TQP) in the: 1) General Base Technical Qualification Standard,
2) Primaty 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 1, Knowledge Required by the Position Level 1-8, 1550 points

General Technical

Mastery of two or more engineering andlor scientific disciplines, including advanced concepts,
principles, and practices of engineering.kcience 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.



~eeulatory

. . +Knowledge of environmental,
and current legislative issues.

safety and health principles, practices, procedures, laws, regulati~ns
“)

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

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

Knowledge of standard contracting regulations, practices, and procedures.

Administrative

Abili!y to use project/progrrm~ planning and budgeting cycles, financial control and budget
systems, and other management tools to accomplish programing, determine resources, and
petiorm long-range planning.

Knowledge of construction 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 stressfil 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
~echnical problems.

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

Ability to plan and organize work.

“Abilityto maintain good working relations.

~anagement. Assessment. and Oversich~

Ability to monitor and evaluate the overall effectiveness of the operating contractor in procedural
adequacy and compliance, training, qualifications activities, safety aspects of daily operations, and
implementing corrective actions to identified deficiencies. ‘

Knowledge of assessment (compliance and performance) principles and techniques necessaty to
identify facility and program’ deficiencies, best practices, and potential systemic causes to identity
corrective actions.
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Knowledge of the operations, products, services, needs, and goals of the project(s)/prograrn(s)
and the facility(ies) studied or served, and related customers, fimctions, resources, and users.
Knowledge of inspection techniques used to identi& event precursors.

‘4
Ability to plan, lead, conduct and record suweys, incident investigations, safety inspections and” “1
management review and appraisal techniques.

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

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

Factor z Superviso~ Controls Level 2-5,650 points

Supewisor provides JKIministrative direction with assignments in terms of broadly defined
missions or functions. The employee has responsibility for planning.designingandcarvingout
programs, projects, studies, or other work independently. Results of the 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 ofprojectlprogram objectives, effect
of advice and influence of the overall program, or the contribution to the advancement of
technology. Rec(>lnlllel~datiol~sfor new projects and alteration of objectives are usually evaluated
for such considerations as availability of funds and other resources, broad program goals or
national priorities.

Fac~or 3, Guidelines 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 of accomplishing the work. For some activities, little or no guidance may be
available and a knowledge of the total program requirements maybe the basis for making
decisions_

Factor 4, Complexity 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 especially 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 of complex features which
involve serious or dillicult-to-reso!ve conflicts between engineeringkcientific and management
requirements.

Fnctor 5, Scope aJ]d EITect Level 5-5, 325 points

Purpose of~he work is to resolve critical problems or to develop new approaches or methods for
use by others. Oflen serving as a consultant or coordinator, the employee provides expert advice
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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 effofis affect the work of others
experts both within and outside the agency or the development of major aspects of agency
environmental management programs.

o~ Factor 6, Personal Contncts Level 6-3,60 points
‘: “3

Personal contacts include a variety of officials, 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 satisfacto~ resolution of cent roversial matters.

Factor 7, Purpose of Contacts “ Level 7-4,220 points

Purpose is to provide technical 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 an expert 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 tojustifj ~he feasibility and desirability of work proposals.

Factor 8, Physical Xkmnnds Level 8-2, 20 points

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

Factor 9, \Vork Environment Level 9-2,20 points

Regular and recurring exposure to risks and/or discomforts which require special safety
precautions, working around moving parts or machines, irritant chemicals and radiation.
Required to use special protective clothing or gear for radioactive and/or 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. Shifi work maybe
required. The employee may be required to work other than normal duty
include evenings weekends, and/or holidays. Overtime may be required.
the required financial disclosurestatement.

hours, which may
The employee must file

.
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NON-SUPERWSORY PERFORMANCE APPRAISALPLAN (INCLUDES TEAM LEADERS, PROCRAMPROJECT MANAGERS

1

us. Departmentof Energy

PERFORMANCE APPRAISAL PLAN NON-SUPERVISORY

1. Name:

.

T rational definitions are provided to i 11ustrate examplesof behaviors that correspond t
t e optimumend of the ratingscale. Severalbehaviorsare 1istedforeachcriteriato

~
rovide examplesfora varietyof situations.Therefore,al1 of the examplesmay not appl
o you.

iwTE: BEHAVIORALELEMENTS(#1-4) WILLRECEIVE50%OF THE TOTALWEIGtiEDSCORE
JOB SPECIFICELEHENT(#5)WILLRECEIVE50%OF THE TOTALWEIGHTEDSCORE

SAFETY BEHAVIORALELEMENTNUMB

1- WORKSSAFELY
- MakesSafety#1 priority;demonstratesby examle
- -observessafetyrequirementsforjob --i.e.,k’ederalEmployeesOccupationalSaf

and Health(FEOSH)re uirements
I- Can identifyrisksan mediatethem

- Maintainsa safeofficeenvironment
- Wmonstratescaringconcernforothers’safety
- Avoidscareless/unsafebehavior
- Elevatessafetyconcernsappropriately

TOTALQtilTY BEHAVORIALELEMENTNUMB

2.

3.

..

4-

70TALQUALIIYMANAGEMENT
- Committedto continuousimprovementthroughempowerment
- Opento suggestionsandworkswithothersto implementnw ideas
- Promotesnew and creativeideas
- Has good judgement about implementingideas/suggestions
- Abilityto visualizehodpotentialideasmayplayout in the workplace

DEALINGWTH CHANGE
- Can effectivelydealwithchange
- EffectivelyhandlesriskanduncertaintywithminimalImpactto others
- Is an effectiveleader

CUSTOMERFOCUS
- Effectivein meetingexpectationslrequirementsof internalandexternalcustome
- Getscustomerrequirementsandusesthisinformationfor improvementsto the

- i t
roducts/serviceS
stablishesandmaintainseffectiverelationshipsw“thcustomers

~eeks feedback i’



U.S. Department of EnerW - Richl and Operations OffIce

PERFORMANCE APPRAISAL PLAN
NON-SUPERVI

RatingPeriod:
-------- ------*- -------- -------- --------- --------- - “-------- -------- -------- -------- --.-...--

INTERPERSONAL BEHAVORIALELEMENTNUMB

5.

&

7.

8.

9.

INTEGRITYAND TRUST
.

- Seenas a directandtruthfulindividual
“’9

- Presentstruth in an ap ropriateandhelpfulmanner
?- Maintainsconfidentialy .

- Ooesn*tblameothersforM mistakes
- Practiceswhathelshepreaches

CONFLICTMANAGEMENT
- * Identifiesand is instrumentalin resolvingconflicts
- Ne otiatesagreementsan:i:::tledisputesequitably

f- Ac nowledgesothervi
Y- Can~“n concessionswit outdamagingrelationships

- .Candiffusehigh-tensionsituations

Approachability
- Easyto approachandtalkto
- Spendsextraeffortto putothersat ease
- Sensitiveto and patientwithothers
- BulIds rapport
- Usesdiplomacyand tact

BUILDINGTEAM SPIRIT
- Promotesstrongteamunityandspirit
- Shareswins and successes
- Recognizesothers
- Valuesteammembers “
- Fosterso en dialogue

!- Letspeep e be responsiblefortheirwork

DIVERSITY
- Supportsand ensureszerotolerancefordiscriminationin anyform,and a work

environmentfreeof conflict,hostility.or harassment
- Promotesdiversityof thouqht.openness.faimess, andparticipationof al1

employees in orga~izational processes

CWNICATION BEHAVORIALELEMENTNUfl

10- WRITTENCOMMUNICATIONS
.

-t

,
-

Is ableto writeclearlyand succinctly
Getsmessagesand thedesiredeffectacross”
Providesthe informationpeopleneedto knm to do theirjobs
Providesdirectfeedbackand informationin a timelymanner
Informationis accurateandmeaningful:. . +*

-.. ,

2



. U.S.Departmentof Energy- Rlchland Operations Offfce

PERFORMANCE APPRAISAL PIAN
NON-SUPERVIS

RatingPeriod:
---------------- -------- -------- -------- --------- -- ”------- -------- -------- -------- ---------

n.. URALCOMMUNICATIONS
- Effectivein a varietyof presentationsettings
1* with peers.directreports,uppermanagement
-- Maintainsfocusof communication
- Presentsthemselvesclearlyandconcisel

i- Providesthe informationpeopleneedto nowto
- Providesdirectfeedbackandinformationin a t
- Informationis accurateandmeaningful

.12. tJsTEtmG “
- Practicesattentiveand dctive1istening
- Patienceto hearDeoDleout

one-on-one.smal1 and 1argegro

do theirjobs
melymanner

-- Doesn’tinterrupt- - .

POSITIONCOMPETENCE - JOB SPECIFICELEtlENTNUM6

13- PtiNING
- Identifiesobtainableobjectivesandgoals
- Simplifiescomplexprocessesby breakingdownworkintomanageablesteps
- Can effectivelyplanand layoutneededresources(time,cost,people)

14. PROCESSMANAGEMENT
- Identifiesand implementsrecessesandresourcesnecessaryto obtaingoals

7- Effectivelyorganizespeepe andactivities
- Separatesand combinestasksintoefficientworkflow
- !leasuresperformanceagainstgoalsandevaluatesresults
- Getsmoreout of fewerresources
- Can changetacticsmidstreamwhensomethingisn’tworking

15- BUSINESSA61LIN
- Knowledgeablein currentprocedures.POIicjes,practices.trends,and informati

affectingthe organization
- Awareof hw strategies and tactics af feet the workplace

16- TIMEMANAGEMENT
- Usestimeeffectivelyand efficiently
- Sets priorities

.

- Separates the critical fewfromthetrivialmanyandconcentratesefforts
accordingly

17- PERFORJ&ASSIGNEDTASKS
Effectivelyand efficientlyperformsassignedtasks

-‘.Completesassignmentsin a timelymanner
Effectivelyutilizesresources(people.funding,material,support) }’
Maintainsstate-of-the-artskillsand knowledge

- Usesknowledge/ski11sat handto do thejob
.- Can simultaneouslycoordinatemultipleactivitiesto accomplisha goal

‘:,

3



U.S. department of Energy o Rlehl and Operations Office NON-SUPERVIS
. PERFORMANCE APPRAISAL PIAN RatingPeriod:
-----------------------------------------------------------...............................

18. DECISIONOiAKIffi
-..Makesgooddecisionsbasedupona mixtureof analysis,knowledge,experience,and

● ~ judgement “
- Makesdecisionsin a timelymanner

“9

- Soughtout for adviceandsolutions

19. PROVIDESCLEARGUIDANCETO CONTRACTORSAND/ORTEAMMEMBERS
- Providescleardescriptionof workrequirements
- Providessufficientlevelof detai1 to ensurehighqualityof work
- Pfovidesconstructve feedback to improve performance

. .

.

CERTIFICATION OF DISCUSSION AND ISSUANCE OF ELEMENTS/STANDARDS.

1 have received a copy of my elements and standards for this evaluation period and have been provided an opportunit
to discuss them with the rating off]cial.

(Signatureof Ex@oyee) (Date)

(Signatureof Rating Official) (Date)

--

. .

.

.

.
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Department of Etwgy - Richland

360° Feedback - ATon-Supervisor

~l”Y*=w tied (RatesI):
RatingPeriod: 10/1/97-3/31/98

Whatisyour relationshipto thepersonbeiig rated?

...... .. . ........ .... ...... ..... ..........”.. ‘I amew.hdrlg myself.”

Suprwisor... ... .. .... .... .... .... ............... “I am evhhatingmy directreportemployee.-

Temn Leader/ProgramManager............. ? amtheteamleaderfor frown beiig rated-

ColleagdPeerKusbrner.......l............ ‘I amevaluating● coll=gudprlcustomer.-

Employee... .. ...... ........... ..... ............ ‘I amevaluating my supervisor.=
. . . . —

Pleasecircle the appro~”a?eperformancescorewith10 Wig the most com~erst and 1 beiig the least
competent. A score of 1 indicates the performance of this behavior is essentidly pr, ● 10 indicates outstanding
or excellent rxxformance. If you feel you lack the sufficient knowledge to evahmte an u=, please selecl “N● for
that Criraioi.

Yew “~tvfiud responseswilI remain aoonymous,onlycomposite.Wommtion wiJl be returned to the person
b6ii evahuted.

How well does this person pxform this behavior? Piease use the following scale for your evaluation
---- .. . . ......- .—. ..-- _.-..-.—- ..—-... -. ——--— —.-—....-.—-— — .— .-—-— —

‘B2$mmF&r&w$mPam&* :-i=:

1~.s -.-2=::-
SAFETY

1. WORKS SAFELY N1234567891O

- Makes Safety #l priority;demonstrates by example
- Obsemes safety requirements for job - i.e., Federal Employees Occupational Safely and Health (FEOSH).

- ?X2zrisks and mediate them
- Maintaii a safe office environed
- Demonstrates cariig concern for others” safety
- Avotds careledunsafe behavior
- Elevates safely concerns appropriately

TOTAL QUALITY

2 TOTAL QUALITY MANAGEMENT N1234567891O

- Commhted to cent-muoua ‘nprovement through empowermti
.

- Open to suggestions and works with others to implement new ideas
- Promotes new and creative ideas
- Has good judgment about ‘hnplementing ideasfsuggestiom
- Ability 10visualize how potential id- may play out in the workpla-

3. DEALINGWITH CHANGE Ni234S 678910

- Can effectively deal with chnnge -
- Effcxtively handles risk and uncertainty with minirn~ .hnpactto others
- Is m effdive leader

“‘?



,,-.. ?,—------- .. ... -. .. ..

.

4. @STOMER FOCUS N1234567891O

- Effective in sneditq expectations end requ”~nts of internal end extsmud customers
. Gets customer seqfrqents and uses this information for improvements to the productdservices

r
- tnbl.isha and mamtams effective relationships with customers
“- 45 feedback . ““.1,

INTERPERSONAL
. .

5. 1NTEGRIT% AND TRUST N1234567891O

- Seen es a directandtruthfid.individual -
- Premxtstsuthin ana ropriate and helpfisl manner

UF- N?nintninsconfided Ity
- Doesn’tblameothersforown mistakes
- Practices-what helshe prt.achee

6. CONFLICT MANAGEMENT N 12345678910

. Identifies and is “mtmmentnl in resolvingconflicts
- Negotiates ●greements and settles disputes equitably
- Acknowledges other viewpoints
- Can win concessions without damsging relationships
- Can difl%se high-tension situations

7. APPROACHABILITY N 12345678910.

- Easy to npproach and talk to
- - Spends extra effort to put others at H

- Seasitive to and #ent with othem
- BUikls ra pa!

f- Uses di~ omacy suxl tact

8. BUILDING TEAM SPIRIT N 1234567 .89.10

- Promotes strong team utilty and syirit
- SMCS wins and SUecesses
- ~eCO@ZtX others
- Values team members
- Fosters open dialogue
- M peoplebe responsiblefor theirwork

9. DVRSIN N123456789’10

- W
27

rts and ensures zero tolerance for diicrimimtion “many form, and a workemkmment free of
co icto hostility, or Ismnssmed

- Promotesdiversityof thought,openness,fairness,andparticipationofaIlemployeesin organizational
JXocesses

CO}n~CA~ON

10. WRITTEN CONIIWJNICATIONS N12”34567891O

- Is able to write clearly Md succ-wtly
..

- Gets messages and the desired effect across
- Provides the .Mormation pcmple need to knowto do their jobs
- Provides direct feedback nnd information in a t.mely manner
- Ynfonnation is accurate and meaningful .

. .
---,
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11. ORAL COIWUUNICATIONS N1234567891O

- Effactivain ● variety of presentationsdtin~s: one-on-one,smallandlargegrou~, with peers, direct repoti,
upper nmmgement

- Maintainsfs of comnnmieation
.

! L
re3ents themselves clwly and conc”we

: rovidea the informationpple need to W tOdo th&jObS
- Provides dir@ feedbackandinformationin ●I“melymanner

“. ?,

- Informationis ●ccurateandWulingfitl

12. LISTENING N!234567891O

- Pract”kesattentiveandactive Iistening
- Patience to hwu Pe9ple out
- Doesn’tinterrupt

13. PLANNING - NI23456’7891O’

- Identifiesobta-m%le objectives and goals
- Shnpliti= complex processes by breaking down work into manageable steps
- Can effectively plm and layout needed resources @ne. cost, people)

14. PROCESS MANAGEMEti N1234567891O

- Identifies and ‘Lnplements recesses and resourees necessary to obtain goals
f- Effectively organizes peep e and activitiw

- Separates and combmes tasks into eftlcient work flow
- Mexnr= perforrnnnce against goals and evaluat= results
- Gets more out of fewer resourees
- Can change tactics snidstrefuu when somdhing isn’t working

15. BUSINESS ABILITY N1234567891O

- Knowledgeable “mcurrent procedures, pcilicies, practices, trends, and information afhctilig the
organization

- Aware of bow strategies and tactics SIffwt the workplnee

16.TiNfE MANAGEMENT N1234” 5678910

- Uses t-me effectively and efficiently
- Sets piorities
- Separates the critical few from the trivial many and eoncentratw efforts accordingly

17.PERFORMS AsSIGNED TASKS N 12345678910

- Effectively and efficiently performs assigned tasks
-Completesassignmentsin a t.hnelymanner
- Effectively utilizes resounxs (pcmple, fimdiig, material, support)
- Ma.tiit”m state-of-the-art skills and knowledge
- US= kI10Wk3dJ@ti!k rd hand to do the job
- Can orchestrate mnltiple activities at once to accomplish a goal

18. DWISION MAKING - NI234S67891O

- Mrikes good decisions based upon a m-xturc of analysis, knowledge, experience, and judgment
- Makes dwisions in a timelymanrwx
- Sought out for advice and solutions



... +
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19. PROVIDES CLEAR GUIDANCE TO
CONTIWCTORS AND/OR TEAM
TEAM MEMBERS

- Provides clear desc@ioa of wodc requirements

F
‘~ rovidcs -Icient level of detail 10 emuro I@ quality of work
. mvidcs consbwtive fdack to improveperformance

N1234567891O

comments:

.

,..
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