Probationary Period Job Performance Appraisal
Employee: 
Job Title: 

Location: 
Review Period: 

Manager: Roger Palmer
Date: November 10th, 1999
Evaluation Index:
Greatly exceed expectation - Generally far exceeds standards of the position; operates in all areas at top performance. (This is not an absolute superlative, but it is a rating reserved for those whose outstanding performance is clearly obvious to all).
Exceeded expectations - Meets all standards established for the position, and frequently exceeds them. This represents a seasoned employee's superior performance that is clearly better than "Meets expectations".
Meets Expectations - Meets practically all standards of the position with a number of instances of above-standard performance. Performance averages out to be what is expected of seasoned employee.
Did not meet expectations - Close to being fully competent, but need for further improvement is indicated. Below standard in some areas of responsibility, but not too far out of line. Need for further improvement is recognizable.
Significantly below expectations - Fails to meet standards, or meets only in part. Performance definitely below expectancy. Must show improvement or be removed from position.
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	Significantly Below Expectations
	Did Not Meet Expectations
	Meets Expectations
	Exceeded Expectations
	Greatly Exceeded Expectation


Teamwork
	
	Works effectively with other employees. Displays an appropriate balance between personal and team effort. Helps others when needed.


Comments: 
Problem Solving
	
	Uses available resources to evaluate potential solutions. Not only identifies problems but also recommends solutions. 


Comments: 

Accountability
	
	Displays professionalism in approach to work. 


Comments: 
Motivation:


	
	Displays drive and energy in accomplishing tasks


Comments: Very good in this category
Job Knowledge
	
	Possesses sufficient skill and knowledge to perform all parts of the job effectively, efficiently and safely. Makes an active effort to stay up-to-date.


Comments:

Planning and Organization
	
	Plans and organizes work effectively.


Comments:
Communications
	
	Present ideas effectively in formal and informal situations. Conveys thoughts clearly and concisely. Listens well and asks appropriate questions. 


Comments: 

Quality
	
	Uses time effectively and with a minimum of error. Does work thoroughly in a reasonable amount of time. Brings quality concerns to the attention of the appropriate individuals.


Comments:

Adaptability/Flexibility:
	
	Meets changing conditions and situations in work responsibilities. 


Comments:
Attendance/Punctuality
	
	Is present for work every day. Is fully ready to work at beginning of work schedule and continues until work day is done. 


Comments:
Financial Performance
	
	Rate the quality of budgets prepared and operational performance against budgeted expenditures where applicable; rate the performance of the employee's account receivable collection efforts. 


Comments: 

Change Agent
	4
	Demonstrate the ability to influence change in our organization. The ability to influence change in the client's organization.


Comments:

Professionalism


	
	Demonstrates honesty, fairness and unbiased judgment in dealing with clients and individuals internally. 


Comments: 
Energy & Drive


	
	Exhibits high levels of energy, enthusiasm and a determination. 


Comments:
Tolerance for Stress:


	
	Displays an ability to work effectively in contradictory, or ambiguous or competitive situations. 


Comments: 
Empathy & Sensitivity
	
	Displays thoughtful and insightful reactions to the needs and concerns of clients and others. 


Comments: Good
Creativity & Innovativeness
	
	Displays intellectual curiosity and imagination; challenges conventional practices and continually seeks improvement opportunities, particularly in the area of client service. 


Comments: 

Summary of overall performance for the Probationary Period


Performance Plan For The Year

The deliverables agreed upon by employee and manager for the next year (additions or modifications are to be done in writing). These deliverables become the subject mattr of the performance evaluation next year.

Actions/Deliverables Agreed To:

Target Date for Completion:

Employee Signature:
Date:

Manager Signature:
Date:

Employee/Manager Comments on Rating, Interview and/or Aspirations

Weighted Average of Deliverables and Work Performance

	1
	2
	3
	4
	5

	Significantly Below Expectations
	Did Not Meet Expectations
	Meets Expectations
	Exceeded Expectations
	Greatly Exceeded Expectation


Total % out of a possible 85% - 

Traning Development Needs Assessment and Plan

Improvement Areas: (for use if any individual rating is below “Meets Expectations: or if employee wants to work on any are of current job, competency or personal behavior)

1.

2.

3.

Future Educational Plan

List any current and future educational plans that relate to the employee’s job.

Financial Review:

Current Salary:
Increase on completion of probationary period:
(if applicable)

Manager/VP Signature:
Date:

CEO/CFO/COO Signature:
Date:

