MARI ST COLLEGE
PERFORMANCE APPRAI SAL FORM
PROBATI ONARY

Name:

Job Title:

Peri od Cover ed:

The purpose of this performance evaluation is to stinmulate
conmuni cation between the supervisor and enpl oyee concerning the
nature of the work perfornmed. It is inportant that the supervisor
make constructive coments ained at assisting in the enpl oyee’'s
pr of essi onal devel opnent and that both parties have a shared
under st andi ng of the standards used by the supervisor, his or her
expectations, and the objectives and needs of the enployee. In
order to succeed, the performance review nust include a full

di scussion of all ratings.

SCALE:

OUTSTANDI NG Enpl oyee makes uni que and significant
contributions through superior
performance

COMVENDABLE: More than fulfills requirenents

EFFECTI VE: Fulfills requirenents

NEEDS | MPROVEMENT: Shows need for further training or
i npr ovenent

UNSATI SFACTORY: Must 1 nprove before next eval uation

A:forms:performanceprobationary.doc/2/7/01



TASK ACCOWPLI SHMENTS:

1. Rate the quality of this person’s work. For exanple, does it
fulfill requirements, and is it acceptable to those it serves?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

2. Rate the quantity of this person’s work. For exanple, can the
person work on nore than one task concurrently, and is the work
conpl eted within reasonable tine?

[ ] aQutstanding [ ] Commendable [ | Effective
[ ] Needs Inprovenent [ | Unsatisfactory

3. Rat e the thoroughness of this person’s conpleted work. For
exanple, is the work conprehensive in scope and conplete in
detail ?

[ ] Qutstanding [ ] Conmendable [ ] Effective
[ ] Needs Inprovenent [ | Unsatisfactory

4, Rate the accuracy of the conpleted work. For exanple, does
this person produce work that is relatively free fromerror?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ | Unsatisfactory

5. Rate this person’s overall job knowl edge. For exanple, to what
extent does this person display a conplete mastery of al
phases of the job?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

6. Rate this person’s witten communication skills. For exanple,
how wel | does the person comuni cate through witten nessage,
reports, etc.?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

7. Rate this person’s use of judgnent. For exanple, how
effectively does the person arrive at sound concl usions, and
how precise is the person in deterni ning when action is needed
and what action to take?

[ ] Cutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ | Unsatisfactory
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SUPPCORTI VE CHARACTERI SI TCS:

1. Rate this person’s initiative. For exanple, is the person a
self-starter in pursuing activities which lead to successfu
attai nment of objectives?

[ ] Qutstanding [ ] Conmendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

2. Rate this person’s reliability. For exanple, can the person
general ly be depended upon in day-to-day activities and in
matters of a highly inportant or confidential nature?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

3. Rate this person’s enthusiasm and cooperation. For exanple, is
the person eager to accomplish tasks and does this person
contribute to the climte of coll aborati on and team work anpng
co-wor ker s?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

4, Rate this person’s oral conmunication skills. For exanple how
effectively does this person coment, question, and provide
information in task-rel ated di scussi ons?

[ ] Qutstanding [ ] Commendable [ ] Effective
[ ] Needs Inprovenent [ ] Unsatisfactory

5. Rate this person’s perseverance. For exanple, how successfu
is the person in following a task through to conpletion in
spite of setbacks or discouragenent?

[ ] Qutstanding [ ] Conmendable [ ] Effective
[ ] Needs Inprovenent [ | Unsatisfactory

In sunmary, what is your estinmate of this enployee' s overall perfornmance?

[ ] Qutstanding [ ] Commendable [ ] Effective

[ ] Needs Inprovenent [ | Unsatisfactory
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Move to permanent status, pending successful conpletion of the bal ance of
t he probationary peri od.

Ext ensi on of probationary period for 30 days beyond initial period.

Term nation

Supervi sor’s Conments:

Supervi sor’s Signature Dat e

Enpl oyee’ s Comment s:

Enpl oyee’ s Si gnature Dat e

A:forms:performanceprobationary.doc/2/7/01





