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Classified Employee Performance Appraisal

Following Completion of Probationary Period




[Type or Print each section]
	EMPLOYEE NAME:


	EMPLOYEE IDENTIFICATION #:

(six-digit employee number)

	JOB TITLE:


	UNIT:

	REVIEWED BY:


	DATE OF REVIEW:

	REVIEW PERIOD:


	FROM:


	TO:


Instructions

This form should be completed by the employee’s immediate supervisor within two weeks following completion of the first six months of employment.

Institute and Board of Regents policy requires that all classified employees serve the first six months of employment on a provisional basis.  If the employee completes this period, the supervisor should review the employee’s performance from that period and advise the employee of his/her progress in meeting assigned job duties and responsibilities.  Additionally it provides an opportunity for the supervisor to review the employee’s developmental needs and formulate and communicate a development plan designed to improve performance.  This form has been designed to document the results of that process.

Assign a rating for each indicator and enter comments as appropriate in the space provided at the end of the form.  For any indicators rated as “Needs Improvement” enter in the Comments section specifically what causes justify the rating.  Entries in the Comments section for “Meeting Expectations” ratings are optional.  Add extra pages as necessary.

Following the rating of each indicator, formulate an overall rating reflective of those individual ratings and enter on page 3 of this form. The rater should sign the form in the space provided and obtain the signatures of the employee and the rater’s immediate supervisor.

The completed form should be routed to Office of Human Resources – Employee Relations for further processing and filing.

Decision Making
Able to analyze situations fully and accurately and reach productive decisions. Consults appropriate parties when necessary and identifies the key concerns and/or issues that need to be addressed in order to make the best decision possible.

	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Effective Communications
Able to express ideas in a clear, concise, and effective manner, whether speaking or in writing. Uses correct grammar and sentence structure in communications. Is a good listener, even when differing viewpoints are expressed. Openly shares information and keeps all relevant parties updated.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Interpersonal Relationships
Builds and maintains effective working relationships with others- both internal and outside the organization. Takes a positive and productive approach to resolving any conflicts which may arise. Exemplifies commitment to the USG core value of respect- treating everyone with fairness, compassion, and dignity.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Job Knowledge
Demonstrates the professional, administrative, supervisory, and/or technical knowledge required to perform the job successfully. Continuously strives to further improve job knowledge. Serves as a reliable resource for other employees regarding areas of expertise.

	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Producing Results
Assignments/projects are consistently completed in a timely manner with the desired level of quality and quantity. Follows up on the outcome of work efforts to ensure desired results.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Service Excellence

Makes excellent customer service a top priority and constantly seeks to improve customer service. Is responsive to changes in what customers want and need. Delivers on promises made to customers and follows up appropriately.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Honesty & Integrity

Adheres to the highest ethical and professional standards of conduct. Exemplifies commitment to the USG core values of integrity, excellence, and accountability.
	 FORMCHECKBOX 
  Acceptable
	 FORMCHECKBOX 
  Unacceptable


Attendance & Punctuality*

	 FORMCHECKBOX 
  Consistently adheres to agreed upon schedule
	 FORMCHECKBOX 
  Demonstrates adequate attendance and punctuality
	 FORMCHECKBOX 
  Has difficulty in attendance and punctuality




*Absences related to approved workplace accommodations and/or FMLA should not be considered when reviewing attendance.
Supervisory Skills

(Applicable Only To Employees in Supervisory Positions)
Cultivating Workforce Diversity

Ability to understand, appreciate, and use the unique contributions of associates in various cultures, nationalities, ethnic backgrounds, 
genders, ages, points of view, etc.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Leadership

Ability to work with a group to set its objectives and agenda, generate allegiance to those objectives, and guide and motivate their achievement. Articulates the end results needed and allows people to exercise initiative and discretion without micromanaging. Enforces standards/rules fairly and consistently and leads with courage.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Staff and Career Development

Addresses learning, training, and career development needs of individuals, teams, or organization. Works with employees to establish job and career development goals. Provides accurate, timely feedback including annual performance evaluation.
	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
  Needs Improvement


Overall Rating

In considering your ratings of the individual performance indicators and the employee’s accomplishments relative to job expectations over the entire probationary period, how well is he or she performing? 

	 FORMCHECKBOX 
 Meeting Expectations
	 FORMCHECKBOX 
 Needs Improvement


	COMMENTS ON RATINGS

Note:  Should overall rating indicate the need for improvement, a corrective action plan should be formulated and included in this section.

	

	

	

	

	

	

	

	

	

	

	

	


	EMPLOYEE COMMENTS

	

	

	

	


	SIGNATURES

	Employee & Date:  [required]

	Supervisor & Date:  [required]
	Next Level Supervision & Date: 
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