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	CONFIDENTIAL EMPLOYEE PERFORMANCE EVALUTAION
(Probationary Employees Only)




The probationary period provides the employee and the District an opportunity to assess whether the employee and the position are a good match.  During this period, the employee should receive training, coaching, mentoring and feedback from his/her supervisor(s) frequently.  The written evaluation must take into consideration the employee’s length of time in his/her position and his/her progression in the specific areas of evaluation.


	Employee Name:
	
	G#
	


	
	Reporting Period:
	From:
	
	To:
	



	
	4th Month Probationary    
	
	8th Month Probationary
	
	Other   



	Position Classification:
	
	



	Department:
	
	



	Supervisor:
	
	G#
	




	Performance Standards

	(E) Exceeds Expectations
	(M) Meets District Expectations
	(N) Needs to Improve
	(U) Unacceptable

	Consistently exceeds expectations.
	Displays and maintains an effective and consistent level of performance that fulfills requirements.
	Performance did not consistently meet expectations.  Performance Improvement Plan needed.
	Consistently fails to meet expectations.  Significant improvement needed with additional support/direction from supervisor.

	
	





	Performance Areas

	1. Quantity of Work

	1a.
	Progression of workload as appropriate to time in position
	 E
	 M
	 N
	 U

	1b.
	Completes assignments on schedule/meets deadlines
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate targeted behavior.

	1a.

	1b.
















	2. Quality of Work

	2a.
	Pays attention to detail; is accurate
	 E
	 M
	 N
	 U

	2b.
	Prepares a neat and thorough work product
	 E
	 M
	 N
	 U

	2c.  
	Completes all assigned aspects of a project
	 E
	 M
	 N
	 U

	2d.  
	Organizes/prioritizes work effectively
	 E
	 M
	 N
	 U

	2e.  
	Uses correct and appropriate written expression
	 E
	 M
	 N
	 U

	2f.  
	Uses correct and appropriate verbal expression
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	2a.

	2b.

	2c.

	2d.

	2e.

	2f.




	3. Dependability

	3a.
	Observes work hours
	 E
	 M
	 N
	 U

	3b.
	Returns from breaks/lunch on time
	 E
	 M
	 N
	 U

	3c.  
	Attends work regularly
	 E
	 M
	 N
	 U

	3d.  
	Notifies supervisor in a timely manner of lateness or absence
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	3a.

	3b.

	3c.

	3d.































	4. Work Habits & Communication

	4a.
	After direct instruction, works independently with minimal supervision
	 E
	 M
	 N
	 U

	4b.
	Complies with rules/regulations
	 E
	 M
	 N
	 U

	4c.  
	Learns from mistakes
	 E
	 M
	 N
	 U

	4d.  
	Complies with work instructions
	 E
	 M
	 N
	 U

	4e.  
	Takes responsibility for actions
	 E
	 M
	 N
	 U

	4f.  
	Works efficiently and concentrates efforts on assigned tasks
	 E
	 M
	 N
	 U

	4g.  
	Keeps office space organized and neat
	 E
	 M
	 N
	 U

	4h.  
	Communicates with co-workers in respectful and cooperative manner
	 E
	 M
	 N
	 U

	4i.  
	Communicates with supervisors; appropriately suggests better procedures/methods
	 E
	 M
	 N
	 U

	4j.  
	Keeps supervisor informed of status of assigned work
	 E
	 M
	 N
	 U

	4k.  
	Sets priorities; anticipates work cycles and plans accordingly
	 E
	 M
	 N
	 U

	4l.  
	Maintains confidentiality
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	4a.

	4b.

	4c.

	4d.

	4e.

	4f.

	4g.

	4h.

	4i.

	4j.

	4k.

	4l.




	5. Attitude/Cooperation

	5a.
	Accepts assignments with courtesy and respect
	 E
	 M
	 N
	 U

	5b.
	Welcomes constructive suggestions for improvement with courtesy and respect
	 E
	 M
	 N
	 U

	5c.  
	Shows interest and enthusiasm
	 E
	 M
	 N
	 U

	5d.  
	Demonstrates pride in doing work well
	 E
	 M
	 N
	 U

	5e.  
	Shows willingness to work collaboratively with others
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	5a.

	5b.

	5c.

	5d.

	5e.
















	6. Job Knowledge & Skills

	6a.
	Demonstrates knowledge of processes and/or procedures
	 E
	 M
	 N
	 U

	6b.
	Demonstrates willingness to improve skills, as necessary
	 E
	 M
	 N
	 U

	6c.  
	Demonstrates an understanding of position’s duties
	 E
	 M
	 N
	 U

	6d.
	Follows established safety practices
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	6a.

	6b.

	6c.

	6d.




	7. Adaptability

	7a.
	Open to new ideas and processes
	 E
	 M
	 N
	 U

	7b.
	Performs well in different and diverse situations
	 E
	 M
	 N
	 U

	7c.  
	Adapts well when unexpected/urgent situations arise
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	7a.

	7b.

	7c.




	8. Interpersonal Relationships & Customer Service

	8a.
	Demonstrates customer responsiveness and courtesy
	 E
	 M
	 N
	 U

	8b.
	Demonstrates respect and discretion when dealing with customers
	 E
	 M
	 N
	 U

	8c.
	Demonstrates collaborative and cooperative spirit when interacting with co-workers
	 E
	 M
	 N
	 U

	8d.
	Foster an environment that promotes equity, inclusion, and equal opportunity for students and employees of the district.
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	8a.

	8b.

	8c.

	8c.






















	9. Leadership (for Supervisors ONLY)

	9a.
	Plans and assigns work
	 E
	 M
	 N
	 U

	9b.
	Gives clear instructions
	 E
	 M
	 N
	 U

	9c.  
	Makes decisions
	 E
	 M
	 N
	 U

	9d.  
	Bases decisions on appropriate facts
	 E
	 M
	 N
	 U

	9e.  
	Bases decisions on appropriate district rules and regulations
	 E
	 M
	 N
	 U

	9f.  
	Delegates responsibility
	 E
	 M
	 N
	 U

	9g.  
	Exercises fairness and impartiality
	 E
	 M
	 N
	 U

	9h.  
	Trains and develops personnel
	 E
	 M
	 N
	 U

	9i.  
	Maintains morale
	 E
	 M
	 N
	 U

	9j.  
	Plans effectively with supervisors
	 E
	 M
	 N
	 U

	

	The evaluator will specifically describe each “Unacceptable” rating and establish a goal for improvement and list administrative support provided the unit member.  The unit member is responsible for satisfactory performance.  Merely completing improvement activities may not demonstrate target behavior.

	9a.

	9b.

	9c.

	9d.

	9e.

	9f.

	9g.

	9h.

	9i.

	9j.




	Overall Performance Rating
	 E
	 M
	 N
	 U

	1.
	Quantity of Work
	 E
	 M
	 N
	 U

	2.
	Quality of Work
	 E
	 M
	 N
	 U

	3.
	Dependability
	 E
	 M
	 N
	 U

	4.
	Work Habits & Communication
	 E
	 M
	 N
	 U

	5.
	Attitude/Cooperation
	 E
	 M
	 N
	 U

	6.
	Job Knowledge & Skills
	 E
	 M
	 N
	 U

	7.
	Adaptability
	 E
	 M
	 N
	 U

	8.
	Interpersonal Relationships & Customer Service
	 E
	 M
	 N
	 U

	9.
	Leadership (for Supervisors ONLY)
	 E
	 M
	 N
	 U

	
	
	
	
	
	

	Comments (attach a separate sheet, if necessary):

	








Goals Identified for Next Evaluation Period:

	1.
	
	5.

	

	
	
	
	

	2.
	

	6.
	

	
	
	
	

	3.
	
	7.

	

	
	
	
	

	4.
	
	8.

	

	
	
	
	




	Optional: Employee’s Comments (attach a separate sheet, if necessary):

	




Employee:
I acknowledge having seen and discussed this report with my supervisor.  My signature does not necessarily signify agreement.  I understand that I may submit a written response to be attached to this evaluation and placed in my personnel file.*

	
	
	

	Signature
	
	Date



Supervisor:
This report is based on my direct observation and/or knowledge.  It represents my best judgment of this employee’s performance.

	
	
	

	Signature
	
	Date



Evaluator’s Supervisor:
This is confirmation that the above supervisor has completed the evaluation for this employee.

	
	
	

	Signature
	
	Date



*Written response must be submitted to the supervisor within ten (10) working days.  The original copy will be attached to the Performance Evaluation Report and forwarded to Human Resources.
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