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Employee Trial Period or Probation

Performance Review For General & Management Staff

	Employee Name


	
	Position / Title

	Employee #:


	Reviewing Manager
	Current Review Date

	Type of Evaluation:          ( 45 day            ( Trial Period Evaluation    

                                          ( 90 day            ( Probation Evaluation
	Original Date of Hire



	Rating Scale
	
	Definition of  Performance Ratings

	0-69
	Unacceptable Work
	Results are generally unacceptable and requires immediate improvement.  Disciplinary action is certain.

	70-79
	Needs Improvement
	Performance is deficient in certain areas.  Improvement is necessary.  

	80-89
	Acceptable Work
	Competent and dependable level of performance.  Meets performance standard of the job.

	90-100
	Exceptional Work
	Performance clearly exceeds most position requirements.  Performance is of high quality and is achieved on a consistent basis.


	1
	General Performance Standards
	Rating
	Comments

	
	  Maintains good attendance record as per policy.
	
	

	
	  Demonstrates interest in learning and improving.
	
	

	
	  Demonstrates teamwork and works well with other employees.
	
	

	
	  Can be relied upon to complete assigned job tasks.
	
	

	
	  Responds positively to suggestions, instruction or criticisms.
	
	

	
	  Keeps supervisor informed of important details.
	
	

	
	  Finds work to keep busy during slack periods.
	
	

	
	  Uses good judgment in resolving job problems.
	
	

	
	  Requires little supervision.
	
	

	
	  Adapts well to changing circumstances
	
	

	
	  Assists other employees without being asked.
	
	

	
	  Demonstrates safety awareness and basic safety skills.
	
	

	
	Total rating:  
	
	


	2
	Technical Performance Standards – Set by Supervisor
	Rating
	Comments

	
	


	
	

	
	


	
	

	
	


	
	

	
	 


	
	

	
	Total rating:  
	
	


	Total Points
Earned
	
	
	# of  Performance Standards Rated

(______   X  100 points/standard)
	=
	______
	X
	100
	=
	_______
	Overall Rating  %


Maximum points that can be earned: 1600 pts. Maximum # of Performance Standards: 16   Maximum potential rating %: 100%
	Overall Performance Summary
	
	
	
	
	

	Unacceptable Work
	(
	Rating scale: 0 - 69% 
	Acceptable Work
	(
	Rating scale: 80 - 89%

	Needs Development
	(
	Rating scale: 70 - 79%
	Exceptional Work
	(
	Rating scale: 90 - 100%


	Employee's Development Objectives
	Supervisor's Comments

	1.


	

	2.


	

	3.


	

	4.


	


	Employee's Comments

	

	

	

	

	


	Performance Evaluation Recommendation
	

	
	

	Met Standard. Continue present job  (70-100%)
	    (

	Extend Probation                 days
	     (

	Recommend termination (0-69 %)   
	


	Employee *


	 Date 
	 Coordinator (if applicable)


	 Date

	 Supervisor (if applicable)


	 Date
	 Director's or Associate Director


	 Date

	 Executive Director (if applicable)


	 Date
	 Human Resources Director


	 Date


*  The signature of the employee indicates that he/she has reviewed and received a copy of this record and does not necessarily indicate agreement.
*  Notice:  A copy of this performance evaluation will be placed in the employee's personnel file.
File Name: Evaluation form for 90 or 45 day evaluations fopr teaching staff only.doc Revised 10/2001
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