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Classified Employee Probation & Performance Evaluations
►Quick Reference Guide for Supervisors◄
	From the Beginning…

	Due to HR 30 days after hire date
	List of duties and responsibilities / Job standards (Pages 1 and 2, including the Cover Page, of the Performance Evaluation Packet.)

	Due to HR 90 days after hire date
	Probational Evaluation Form.  New hire automatically becomes a permanent employee even if Probational Evaluation is not submitted to HR 

	What and when…

	If employee has a start date between November 1 – December 31 AND a Probational Evaluation form was submitted to HR within the 90 day probation period, no Performance Evaluation is required on March 31. **See Classified Exemption Form**

	If employee has a start date between November 1 – December 31 and a Probational Evaluation form was not submitted to HR within the 90 day probation period, a full Performance Evaluation is required by March 31. 

	If employee has changed classified titles between November 1 – December 31 and information is not available for a proper rating of the employee, the new supervisor should deem the employee’s performance to be satisfactory.

	If employee has a start date between January 1 – March 31, only a Probational Evaluation form is required to be submitted to HR before their 90 day probationary period expires.  A Performance Evaluation will not be required on March 31. **See Classified Exemption Form**

	If employee has changed classified titles between  January 1 – March 31, the previous supervisor should conduct the performance evaluation.  However, the new supervisor is required to submit new job standards to HR within 30 days of the new job start date.  

	Overall Rating Scale

	E - Exceeds Standards: Significantly exceeds all requirements and objectives; outstanding performance.  An “E” Overall Rating requires a detailed justification in the supervisor’s comments section.
A - Above Average: Consistently exceeds requirements and objectives.  An “A” Overall Rating requires a detailed justification in the supervisor’s comments section.
S - Satisfactory: Meets performance requirements and objectives.  Supporting documentation is not required for an “S” Overall Rating.
U - Unsatisfactory: Significant problems; performance does not meet requirements and objectives.  A “U” Overall Rating requires a detailed justification in the supervisor’s comments section and supporting documentation; such as but not limited to, counseling notices, oral/written notices.  The supervisor must consult with HR prior to meeting with the employee.
The Overall Rating should be comparable to the ratings given in the performance review section.  For example, the Overall Rating should not be “E” if every category in the performance review section was rated an “S”.  The best way to calculate the Overall Rating is to follow the “majority rules” statute.

	Performance Evaluation Rating Period, Evaluation Period, & Deadline

	Rating Period
	April 1 – March 31

	Evaluation Period
	March 1 - 31

	Evaluation Deadline
	March 31 (If the 31st falls on the weekend, deadline is the Friday prior to )

	IMPORTANT INFORMATION!  

	Supervisors that do not submit performance evaluations by the deadline will not be eligible for a merit increase.  Performance Evaluations that are submitted prior to March 31, but were sent back due to being incomplete and/or with errors will not be considered on time.  

	Complete Performance Evaluation Packet Checklist

	□ Evaluation Cover Sheet
□ Detailed Justification in the Supervisor’s Comments Section

□ Signed Evaluation Pages

□ Supporting Documentation (if applicable) – Counseling Notices, Disciplinary Forms, etc.


