PROBATIONARY STATUS
EMPLOYEE PERFORMANCE APPRAISAL

Employee Name 					  Department 					
Classification 					  Last Day of Probation 				
Date employed in this classification 				

Instructions to Evaluator:	Performance updates must be completed on employees with probationary status during the third (3rd) and sixth (6th) month following the date of hire.  If the employee’s performance is satisfactory at the end of the probationary period of employment, permanent status may be granted.  If there are performance issues, the probationary period may be extended.  If extended, performance updates must be conducted on a monthly basis.  Use the following scale:

1.0= Unsatisfactory	2.0= Below Expectations	3.0= Meets Expectations	4.0= Exceeds Expectations

	Performance Factors
	3 Months
	6 Months
	Final

	QUANTITY OF WORK
The extent to which the employee accomplishes assigned work of a specified quality within a specified time period
	
	
	

	KNOWLEDGE OF JOB
The extent to which the employee knows and demonstrates how and why to do all phases of assigned work, given the employee’s length of time in his/ her current position
	
	
	

	RELATIONS WITH SUPERVISOR
The manner in which the employee responds to supervisory directions and comments.  The extent to which the employee seeks counsel from supervisor on ways to improves performance and follows same
	
	
	

	COOPERATION WITH OTHERS
The extent to which the employee responds to supervisory directions and comments.  Consider the employee’s tact, courtesy, and effectiveness in dealing with co-workers, subordinates supervisors, and customers
	
	
	

	ATTENDANCE AND RELIABILITY
The extent to which employee arrives on time and demonstrates consistent attendance; the extent to which the employee contacts supervisor on a timely basis when employee will be later or absent
	
	
	

	CAPACITY TO DEVELOP
The extent to which the employee demonstrates the ability and willingness to accept new/ more complex duties/ responsibilities
	
	
	

	

3 Month Evaluation                                                          .   __________________________                                                                                                                                                                                                                                                                                                       
                                       (Evaluator Signature and Date)         (Employee Signature and Date)              
                                                                                         
6 Month Evaluation                                                           .   __________________________
                                       (Evaluator Signature and Date)        (Employee Signature and Date)

Final Evaluation                                                                .   __________________________                                                                        
                                       (Evaluator Signature and Date)        (Employee Signature and Date)



Employee Comments (please include date; attach additional paper if necessary) :


_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

	




Evaluator Comments (please include date; attach additional paper if necessary) :


												

												

												


TO BE COMPLETED ONLY AT LAST EVALUATION BEFORE END OF PROBATIONARY PERIOD:



	


I recommend extension of probationary status (See Appraisal Policy)


	


I recommend this probationary employee become permanent and continuous.


	


I recommend this probationary employee be dismissed before the end of probationary period will submit the appropriate forms.

	


Employee resigned before completion of probationary period.  (It is important that PSO receive this form even if employee has resigned.)




													
Evaluator Signature					Date
