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Performance Evaluation for Probationary Positions

	Employee:
	

	Supervisor:
	

	Date:
	


Intent

This form is intended for evaluating employee performance and progress through the employee probationary period to guide and to support probationary staff in key performance areas. It is also intended to provide an opportunity to identify areas of strength along with areas of concern and improvement strategies.

Process

This report is to be filled in by the supervisor. The supervisor will review the completed form with the employee prior to being forwarded to Human Resources (HR). Probationary performance reports will be kept in employee personnel files.

Understanding of work

	
	Yes
	Somewhat
	No
	Comments

	Does the employee understand the scope of work required?
	
	
	
	

	Does the employee understand the main areas of functionality in this position?
	
	
	
	

	Does the employee understand the relation of his/her work to that of the department?
	
	
	
	

	Does the employee have a clear outline of the tasks of his/her position?
	
	
	
	

	Has the employee accepted the leadership that has been provided by the supervisor?
	
	
	
	

	Has the employee shown initiative in this position?
	
	
	
	


Further comments:

Competence

	
	Yes
	Somewhat
	No
	Comments

	Can the employee perform the main tasks of this job with competence?
	
	
	
	

	Do the basic skills of the employee match the requirements of the job, as demonstrated by on-the-job performance?
	
	
	
	

	Does the employee achieve the expected results on particular tasks?
	
	
	
	

	Has the employee reviewed day-to-day achievements?
	
	
	
	

	Has the employee accepted any constructive criticism that has been provided by the supervisor?
	
	
	
	


Further comments:

Diligence

	
	Yes
	Somewhat
	No
	Comments

	Is the employee punctual?
	
	
	
	

	Are breaks and lunch breaks taken on a properly timed basis?
	
	
	
	

	Does the employee put in a full workday?
	
	
	
	

	Does the employee attempt to gain a full understanding of his/her new position?
	
	
	
	

	Does the employee attempt to improve his/her performance?
	
	
	
	

	Is the employer aware of any performance issues?
	
	
	
	

	Has the employee been commended for a particular task or performance?
	
	
	
	

	Does the employee meet deadlines?
	
	
	
	


Further comments:

Institutional fit

	
	Yes
	Somewhat
	No
	Comments

	Does the employee demonstrate an understanding of the College and its role in the community?
	
	
	
	

	Does the employee get along with coworkers?
	
	
	
	

	Does the employee take direction/supervision well?
	
	
	
	

	Has the employee had a positive impact on good customer service at the College?
	
	
	
	

	Has the employee received training in customer service?
	
	
	
	

	Does the employee participate in required meetings?
	
	
	
	

	Does the employee have awareness of the College’s and department/centre’s strategic and operational plans?
	
	
	
	


Further comments:
Supervisor Signature:  _________________________________

Date:  ____________________

Employee Signature:  __________________________________

Date:  ____________________
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