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Supervisors: use this Probationary Review Form for employees who are not represented by a union. Insert the employee’s name in the footer below, complete the form, and provide a rating. 
	Name:
	
	Division/Dept:
	

	Job title:
	
	Job code:
	

	Supervisor:
	
	Date prepared:
	

	Period covered from:
	
	Period covered to:
	

	

	Performance Summary 
Make concise statements that describe the employee’s accomplishments and their impact during the probationary review period, including: 

· How well the employee met the job expectations as defined in the position description.
· How well the employee met the goals established for this performance period.

	

	Safety

Describe the employee’s most significant accomplishments and impact that protected the health and safety of the employee, fellow employees and the public, and preserved the quality of the environment.  

	

	Employee Goals 

List the goals the employee needs to accomplish during the remainder of the probationary period, including: 

· Performance goals: position expectations and goals

· Job development goals: skills or development needed in order to achieve performance goals

	

	Overall Rating

Insert an “X” in the space next to the desired rating.

	
	Valuable: Met essential expectations.

	
	Unacceptable: Failed to meet minimum job requirements and expectations in relation to regular duties.

	Employee Comments (optional)


	

	Signatures

	Employee: Your signature acknowledges that your supervisor has conducted a probationary review discussion with you and that you have received a copy of this form. Your signature does not necessarily mean that you agree with your probationary review and/or rating.

	
	Signature 
	Date

	Employee

	

	

	Supervisor


	
	

	Division Reviewer


	
	


Insert employee’s name here: 
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