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AFSCME 3200 Bargaining Unit Employee
Probationary Performance Appraisal

	Employee’s Name:
	
	EE #:
	
	Classification:
	                                         


	Department:
	
	Level:
	 FORMCHECKBOX 
 Supervisor
	 FORMCHECKBOX 
 Non-Supervisor


	Date of Hire:
	
	Start Date at Present Classification:
	
	Date of Evaluation:
	



Quality of Work

Extent to which work is free from error, sufficiently detailed, complete, and meets job expectations.

	Work is of superior quality

In accuracy and thoroughness.  Quality far exceeds job expectations.  Errors/revisions are extremely rare.
	Work is accurate and detailed.  Quality meets and sometimes exceeds job expectations.  Errors/revisions are minimal.
	Work shows effort, but at times needs more attention to detail, completeness, or requires more review/revision than expected. 
	Work contains numerous errors, or is often incomplete, requiring significant review/revisions.
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	Comments on Quality of Work: 




Quantity of Work

Output or volume of work completed. 

	Output is extraordinarily high and exceeds job expectations.
	Assumes an appropriate to heavy workload.  Output is of sufficient quantity to meet and sometimes exceed job expectations. 
	Inconsistent in maintaining appropriate workload.  Output is sometimes insufficient to meet job expectations. 
	Output is extremely low and frequently inadequate in meeting job expectations. 
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	Comments on Quantity of Work:




Dependability and Reliability (Task)

Extent to which employee is reliable and dependable in accomplishing assigned tasks and goals

 in meeting commitments on schedule.

	Extremely reliable in meeting goals, tasks, or responsibilities.  Often finishes ahead of schedule and rarely requires supervision. 
	Accomplishes assigned tasks and meets commitments on or sometimes prior to deadline. Requires only a moderate amount of supervision. 
	Occasionally fails to meet commitments.  Achieves desired results with considerable supervision. 
	Frequently fails to meet commitments and requires extensive supervision. 
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	Comments on Dependability and Reliability (Tasks):




Job Knowledge

Knowledge of all aspects/phases of the job and the ability to apply knowledge in practical/appropriate ways. 

	Has exceptional knowledge and skills in all aspects of the job, often exceeding job expectations.
	Has the knowledge and skills necessary to complete projects/assignments within and sometimes beyond job expectations. 
	Does not fully demonstrate the knowledge and skills required of the job.
	Lacks knowledge and skills to complete job assignments. 
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	Comments on Job Knowledge:




Communication Skills

Ability to communicate clearly, concisely, and effectively either orally or in writing. 

	Exceptionally thorough clear and precise in oral and written communication.
	Oral and written communication is clear, effective, and appropriate. 
	Does not fully demonstrate appropriate oral and written communication.
	Does not communicate well either orally or in writing. 
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	Comments on Communication Skills:




Human Relations Skills

Ability to maintain effective interpersonal relationships without regard to race, sex, disability, or other cultural barriers (includes students and external publics). 

	Extremely positive, cooperative, and poised in dealing with people in all types of situations while being highly sensitive to EEO/AA principles. 
	Gets along well with and is sensitive to the needs and viewpoints of others.  Sensitive to EEO/AA principles. 
	Has some problems getting along well with others.  Is sometimes insensitive to the needs and viewpoints of others.  May not consistently show sensitivity to EEO/AA principles. 
	Often insensitive to the needs and viewpoints of others.  Unable to maintain good relationships.  May display insensitivity to EEO/AA principles. 
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	Comments on Human Relations Skills:




Initiative 

Applies resourcefulness to position duties and seeks better ways to achieve results. 

	Routinely initiates work and completes numerous unrequested but approved projects and tasks.  
	Initiates actions to complete assigned projects and tasks. Sometimes seeks and completes additional, mutually agreed upon responsibilities.  
	May exhibit initiative although frequently must be asked to undertake additional responsibilities.  
	Initiative is either misdirected or lacking. 
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	Comments on Initiative:




Analytical Skills

Ability to identify problems, apply logic and reason, and make decisions that are sound and timely. 

	Demonstrates superior reasoning abilities.  Makes an extraordinarily high percentage of good decisions to resolve difficult issues and complex problems.  
	Exhibits good judgment and is a good problem solver.  Supports decisions with appropriate evidence. 
	Does not always use sound judgment.  May have difficulty resolving problems. 
	Makes poor or costly decisions.  Unable to resolve problems. 
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	Comments on Analytical Skills:




Organization and Planning
Extent to which employee independently organizes and plans work. 
	Extremely well organized in all aspects of the job, very successful in planning work and anticipating problems.  
	Organizes, plans, and prioritizes work in an effective manner. 
	Frequently has difficulty in organizing workload to accomplish routine projects and tasks. 
	Unable to plan and organize workload. 
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	Comments on Organization and Planning:




Development

Degree to which employee utilizes developmental opportunities. 

	Takes initiative in improving knowledge and skills.  
	Often takes advantage of development opportunities if suggested. 
	Does not always act on suggestions for development. 
	Rarely seeks to improve level of skill or knowledge. 
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	Comments on Development:




Dependability and Reliability (Attendance)

	Does employee:
	Yes  FORMCHECKBOX 

	No FORMCHECKBOX 

(Requires explanation)
	Explanation:


	Adhere to work schedule?
	
	
	

	Respect starting and ending times?
	
	
	

	Observe given times for breaks and lunch?
	
	
	

	Observe proper use of sick leave?
	
	
	


	Comments on Dependability and Reliability (Attendance):




Overall Rating of Employee:

Rating Instructions: Add together the scores in which the employee received a score other than n/a in the categories above.  Once all of the scores have been added together, divide by the total number of categories.  Mark the employee’s overall rating below:
	9.0-10.0

 (Excellent)
	8.0-8.9 

(Above Average)
	5.0-7.9

(Satisfactory)
	4.0-4.9

(Marginal)
	3.9 or below

(Unsatisfactory)
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Supervisor/Rater Comments and Suggestions 

What can be done to improve deficiencies?

What goals or areas of improvement are recommended?

Are there any areas that deserve special recognition or praise?

Additional Comments:

___________________________________________________________





          Signature of Supervisor/Rater


             Date

Employee’s Statement 

My supervisor has explained this evaluation to me? 
______ Yes






______ No

Overall, I: ____agree with all ratings given

                 ____agree with majority of ratings given

                 ____disagree with majority of ratings given

                 ____ disagree with all ratings given

Areas in which I feel I could benefit from additional training etc. are:

COMMENTS:

____________________________________________________________



    
       Signature of Employee 


                              Date 





    (Signature does not necessarily imply that employee agrees with evaluation.)

Comments:

__________________________________________________






Signature of Dean, Director, or Dept. Head

 Date
�








