Probationary Employee Periodic Review (Classified Service)

Employee:               

Start Date:           

Prob. End Date:              


Supervisor:                          

Position: 
                          


	RATING
	RATING GUIDELINES

	1
	Unsatisfactory - Performance is clearly below the fully effective level.  Corrective action is required.

	2
	Below Average - Performance comes close to being fully effective, i.e. sometimes acceptable, but not always.  Improvement is necessary.

	3
	Average - Performance is fully effective.  Occasionally, may even exceed job requirements.

	4
	Above Average - Performance almost always exceeds job requirements.  Considerably better than ‘average’ on a continuing basis.


Review each of the following factors in relation to established performance program (see attached) and position requirements.  

For each factor, list the rating number as indicated above that best identifies the employee’s performance.

The supervisor must record the date that the review was discussed with the employee and then the supervisor and employee must initial the corresponding space signifying the review was made.  The entry-level probationary employee will be reviewed at least biweekly for the first eight (8) weeks of probation and then monthly thereafter.  The promotional probationary employee will be reviewed at least monthly throughout the probation period.

	#
	Date
	Supervisor Initials
	Employee Initials
	Performance
	Work Ethic (Reliability & Attitude)
	Job Knowledge

	
	
	
	
	Qty of Work
	Qlty of Work
	Independence
	Safety
	Attendance
	Punctuality
	Interaction w/ supervisors
	Interaction w/ others
	Know-ledge
	Capa-bility
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Comments may be made on the reverse side of this form.  Be sure to write comments with corresponding review number.  If more space is necessary, please attach separate page                                                                     The Human Resources Office is requesting 
copies of all probationary
 employees periodic review forms
 every two months.
Review One Comments: 






























































Review Two Comments: 































































Review Three Comments: 































































Review Four Comments: 






























































Review Five Comments: 






























































Review Six Comments: 































































Review Seven Comments: 































































Review Eight Comments: 





































