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Today’s Agenda
Initial Employment Period

 Process 

 Goal setting

Performance Review Process 

 New Hire – performance review process eligibility

 Online resources

 Timeline and forms

 Performance rating categories
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Initial Employment Period: Process
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Initial Employment Period: Highlights

• Meet with your supervisor to set goals. 
• Receiving on-going feedback from your supervisor.
• Review 30-day new hire department checklist items.
• If your supervisor has not had a chance to initiate the 
process, you are encouraged to schedule a meeting with 
your supervisor.
• 6-months past your hire date, you will receive an initial 
employment period  form to inform you if your 
employment has been retained (not part of the 
performance review process).
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Performance Review Eligibility (prorated pay increase)

http://wdrs.fnal.gov/policies/policy/salaryreview.html



7

Online Resources



8

Performance Review: General Timeline

Month Activity

July • Employees write accomplishment reports.
• Initial discussions between employee/manager about past 
year/setting goals*.  
• Manager completes review documents. 
• Manager obtains second-level approvals.

August (Salary review process)

September • Managers begin communicating performance/ salary review 
outcomes to employees

October • Deadline for review discussions
• end of first week for non-exempt
• end of month for exempt

• Review document signed, sent to Employee Relations.

Performance Review Cycle: July 1-June 30

*Note, discussions should be on-going throughout the year.
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Performance Review: Forms

• Project Goal/Feedback Form 

• Accomplishment Report 

• Scientific Accomplishment Report

• Performance Review Form

• Instructions located on Performance Review website: 
http://wdrs.fnal.gov/elr/performance/index.html

http://wdrs.fnal.gov/elr/performance/index.html
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Performance Review: Rating Categories
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Performance Review: Closing

• Contact Employee Relations with any questions

Juanita Frazier, frazier@fnal.gov, ext. 3793
Heather Sidman, hsidman@fnal.gov, ext. 3326

mailto:frazier@fnal.gov
mailto:hsidman@fnal.gov


Compensation Group
HR Services

Borys Jurkiw, Manager HR Services

Compensation Staff:
Kathi Luedemann, Supervisor

Denise Stephens
Jane Sylvester

Salary Review
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Today’s Agenda
• Basics

 Job descriptions

 Pay structures

 “Zone” concept

• Salary Review Mechanics

 Who is eligible?

 How much money to spend?

 How much to increase pay structures?

 Salary review distribution matrix

 Performance rating tied to matrix

 Timeline
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Online Resources
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Sample Job Description
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Pay Structures (sample)

Exempt (monthly)

Non-exempt (weekly)

* Zones
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Mechanics

• Who is eligible?
•All “regular,” non-union represented

• How much to spend?

• How much to increase pay structures?
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Salary Review Matrix
(sample from 2009)

* Performance rating tied to matrix

0 1 2 3 4 5

Rating        

\

Zone

Does 

not 

Meet 

Exp

Meets Minimal 

Expectations

Fully Competent Commendable Excellent Outstanding

Min Max Min Max Min Max Min Max Min Max

1 0 0 1.24 1.25 2.49 2.5 3.74 3.75 4.99 5 7.5

2 0 0 0.62 0.625 1.87 1.875 3.12 3.125 4.37 4.375 6.25

3 0 0 0.37 0.375 0.62 0.625 1.87 1.875 3.125 2.5 5
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Salary Review: General Timeline

Month Activity

Feb-Apr • Preparation of pay survey data

May • Internal discussion on pay increase levels.

June • Recommendation to DOE on increase levels.

July/August • DOE approval received and confirmation of targets 
by Directorate

September • Receive rating/pay increase decisions from Lab 
organizations

October • Implement pay increases effective 10/1



20

Salary Review: Closing

• Contact Compensation with any questions

Borys Jurkiw, borys@fnal.gov, ext. 4363
Kathi Luedemann, luedeman@fnal.gov, ext. 3698
Denise Stephens, dstephen@fnal.gov, ext. 5110
Jane Sylvester, jrubel@fnal.gov, ext. 3417

mailto:borys@fnal.gov
mailto:luedeman@fnal.gov
mailto:dstephen@fnal.gov
mailto:jrubel@fnal.gov
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Q&A


