[image: image2.jpg]DEPARTMENT OF
R HumAN RESOURCES




Classified Employee Probational Evaluation Quick Guide for Supervisors

	The Probational Evaluation Form is to be completed for all new classified employees to document their performance during their three month probationary period.

	

	The Probational Evaluation is due to the Department of Human Resources (HR) before the three month probational period expires.  (Example:  If the employee is hired on 03/01/13, the employee’s probation will expire on 06/01/13.  The form has to be in HR before 06/01/13 or the employee automatically transitions into regular status).

	


COMPLETING THE FORM
	

	1.  Employee Name (Enter the employee’s name as it appears in Banner).

	2.  Employee T Number  

	3.  Title (Enter the employee’s pay title as it appears in Banner).

	4.  Department (Enter the hiring department’s name)

	5.  Supervisor’s Name & T Number

	6.  Date Hired (Enter the employee’s first day of work)

	7.  Date Probational Employment Expires (This date should be exactly three months from the date hired.  Example:  Date hired= 03/01/13, the date probational employment expires = 06/01/13).

	


EVALUATING THE EMPLOYEE

	When evaluating the progress of the employee during the three month probationary period, consider the overall performance of the employee and rank based on the following criteria:  Application of Skills & Knowledge, Quality of Work, Productivity, Cooperation, Dependability, Ability to Supervise (if applicable) **** See detailed definitions of each criteria attached to the Probational Evaluation Form.****

	

	The Probational Evaluation Form should be completed to show 1 out of 3 of the following statuses:

  

	1. This employee has completed probational employment (he/she will transition to a regular employee status)  OR

	2. Probational employment is to be extended (enter specific date, add an additional 90 days).   OR

	3. Employee will be terminated ….(give specific date)


SIGNATURES
	Please make sure that ALL signatures are obtained.  The Department Head Signature is required (this should be the supervisor’s supervisor signature).  
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