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	Employee Name
	T Number

	        
	     

	Title
	Department

	       
	     

	Employee Hire Date
     
	Evaluation Due Date
March 31,      

	Supervisor Name
	Supervisor T Number

	     
	     


Employee Performance Evaluation Exemption Form
Purpose:  Supervisors that are unable to complete a performance evaluation for their employee due to one of the circumstances listed below must complete this exemption form.     Note:  This form must be completed and submitted to the Department of Human Resources with signatures from the supervisor and reviewing official no later than March 31 of the rating year.
Reasons for Exemption:  (Select the Appropriate Exemption Below)

Classified employee has a start date between November 1 – December 31 AND a Probational Evaluation form was submitted to HR before the 90 probationary status expired.  Probational Evaluation form was submitted on  
                                   .  No Performance Evaluation is required at this time.
  Classified Employee has a start date between January 1 – March 31.  Only a Probational Evaluation   form is required to be submitted to HR before the employee’s 90-day probation date.   As the supervisor, I am aware of the task of submitting a Probational Evaluation and will do soon/or before                             .  No Performance Evaluation is due at this time.

Non-Classified employee has a start date between November 1 – March 31. 

  Employee is out on extended approved leave (Catastrophic/LWOP/FMLA) and is not expected to return until  
                                   .  As the supervisor, I understand that I must evaluate my employee and submit the evaluation to HR immediately following his/her return to work.
  Other (Enter Exemption Reason Below)
	     



	Supervisor Signature                                                Date
	Reviewing Official Signature                                     Date



