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CLASSIFIED EMPLOYEE EVALUATION

The purpose of this evaluation is the improvement of employee performance. It is to be positive in nature, which may include an unsatisfactory evaluation with constructive recommendations for improvement and offer of assistance where appropriate.

Any employee, probationary or permanent, may be evaluated for unsatisfactory service at any time. Negative evaluations must specify shortcomings and be accompanied by specific recommendations for improvement.

Definition of Terms

Probationary Employee 
Employee with less than six months service

Permanent Employee:
Has satisfactorily completed the six-month probationary period

Exceeds Requirements 
Performance exceeds basic requirements

Meets Requirements 
Performance meets standards; opportunities for growth exist

Needs Improvement:
Performance does not meet standards; performance needs improvement to merit retention in position

Unsatisfactory 
Performance does not meet standards; serious weakness in work performance, efficiency or attitude exists; lack of improvement may lead to dismissal

	Name: 



	Job Title: 




	
	Probationary Employee Evaluation
	
	Permanent Employee Evaluation


For Probationary Employee Only

	
	 3rd Month Evaluation
	Do you recommend continuing employment?
	
	Yes
	
	No

	
	 6th Month Evaluation 
	Do you recommend permanency?
	
	Yes
	
	No


	Performance Areas
	Exceeds

Requirements


	Meets

Requirements
	Needs

Improvement


	Unsatisfactory

	Knowledge of required skills. Has mastery of skills necessary to perform services required 

of position
	
	
	
	

	Acceptance & implementation of suggestions. Accepts constructive criticism from immediate supervisor and takes steps to implement suggestions for change or improvement
	
	
	
	

	Quality of work. Work performed is accurate, thorough, neat and meets expected quality standards
	
	
	
	

	Amount of work performed. Completes work on time
	
	
	
	

	Adjusts to work situation. Demonstrates flexibility in 

order to accommodate special needs
	
	
	
	

	Work habits. Demonstrates ability to organize work and work without close supervision, uses initiative
	
	
	
	

	Initiative. Alert to opportunities to improve methods and skills
	
	
	
	

	Attitude & cooperation. 

Gets along well with co-workers, harmonious with others, shows enthusiasm 

for work
	
	
	
	

	Uses good judgment. 

Is capable of arriving at a logical decision appropriate 

to assignment
	
	
	
	

	Personal appearance. Demonstrates cleanliness, good grooming and appropriate attire
	
	
	
	

	Punctuality. Adheres to arrival, departure times
	
	
	
	

	Attendance. Demonstrates good observance of working hours with minimal absences
	
	
	
	


If Needs Improvement or Unsatisfactory evaluation is given, a written improvement plan should be attached to this evaluation.
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	Name: 



	Job Title: 




Comments (Evaluator):

	


Evaluator Signature:_______________​_________________________ Date: ___________​​​​_______________


Comments (Employee):

	


Evaluator Signature*:_______________​______________________ Date: ____________​​​​________________

*This signature indicates the employee has seen and discussed this evaluation. It does not necessarily indicate complete agreement with all factors of the evaluation. The employee has 10 days from the date of this evaluation to submit a written response that will be attached to this evaluation and become part of the employee’s personnel file.
