

	Employee Name;
	
	
	Position Title:
	

	Supervisor:
	
	
	Bureau:
	

	1st day of employment:
	
	
	Expected end of assessment period:
	


Instructions to Evaluator: Evaluators should focus on how effectively the employee meets job expectations as defined in the position description, performance work plan, standard operating procedures, and the supervisor’s day-to-day direction on the job. Probationary employees should be assessed/evaluated about every 3 months until the end of the probationary period. The same is recommended for employees new to your staff regardless of appointment status. Indicate the evaluation of the employee’s job performance by entering a rating in the box to the right of each attribute, in the appropriate column. Use the following progress scale:
1= Does not meet requirement   2= Does not fully meet the requirement   3= Meets the requirement 4= Exceptional 
	Attributes
	3-6 months
	6-11 months 

	Date
	
	

	Quantity of Work

Employee accomplishes the expected amount of work within the expected timeframe.
	
	

	Quality of Work

The employee’s work is well executed and meets the expectations for thoroughness, accuracy, and professionalism.
	
	

	Knowledge of Job

The employee demonstrates an understanding of the critical aspects of the job; the job’s interrelatedness to other positions, and how the job contributes to the overall performance of the unit, bureau, division, or department.
	
	

	Relations with Supervisor

The employee responds positively to supervisory direction and feedback, seeking clarification on tasks assigned and suggestions on ways to improve performance. 
	
	

	Customer Service/Diversity & Inclusion
In interactions with coworkers, subordinates, supervisors, and customers, the employee exercises tact, courtesy, respect, and appropriate sensitivity.
	
	

	Attendance and Dependability
Employee arrives on time and demonstrates consistent attendance; the employee contacts supervisor in a timely basis when employee will be late or absent.
	
	

	Capacity to Develop
Employee is self-directed, resourceful and creative in meeting objectives; consider how well the employee follows through on assignments and modifies or develops new ideas, methods, or procedures to effectively meet changing circumstances.
	
	


	FIRST 
ASSESSMENT
	Evaluator Signature & Date
	Employee Signature & Date



	SECOND
ASSESSMENT
	Evaluator Signature & Date
	Employee Signature & Date



	LAST EVALUATION


	Evaluator Signature & Date
	Employee Signature & 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 have documented and discussed performance progress with the employee throughout the probationary period, and attest that the employee meets the expectations of the job.
 The employee has not met performance expectations or job requirements. I have worked directly with HR and Legal Affairs to address deficient expectations.
 Employee resigned before the completion of probationary period. (It is important that HR receive this    form even if the employee has resigned.)

Evaluator Signature






Date


