
Probation 1 

 
PROBATIONARY EMPLOYEE PERFORMANCE EVALUATION 

 

Supervisor’s Copy 
 

Last Name 
 

      First:       Employee  
ID 

      

Job Title 
 

      Supervisor 
Name/Title 

      

Department:       *60 Day  

Due Date       *120 Day  

 

TO THE SUPERVISOR:  The Ohio Revised Code 
REQUIRES performance evaluations at the midpoint 
and at the end of a probationary period.  Both the 
employee and the supervisor receive separate 
sections of the form to assist them in reviewing the 
employeeôs job performance.  Each person evaluates 
performance from his or her point of view. 

The second part of the evaluation process is a 
discussion during which the employee and the 
supervisor review the employeeôs performance.  
Following the discussion, both forms must be signed 
and returned to the Department of Human Resources 
Development and Labor Relations by the due date. 

 
IMPORTANT: The probationary period, including probationary removal or reduction, requires the timely 
completion of evaluations. 

 
Guidelines for probationary performance evaluations: 
1. Base your ratings on job performance and results.  Do not be misled by unrelated factors, positive or 

negative. 
2. Do not rate ñhighò to avoid discussing what is really a problem.  Do not rate ñlowò to supposedly motivate 
the probationary person to work harder.  Make your ratings accurate and ñon the mark.ò 

3. Recognize distinct levels of performance in each area.  Do not let an overall impression, good or bad, 
interfere. 

4. If the employee works for others, solicit their input.  Encourage them to give you specific results rather than 
general impressions. 

5. Give the employee regular, ongoing feedback.  Do not wait for a formal evaluation to discuss progress or 
problems with performance. 

6. Ratings can be affected easily by whether supervisors see employees as similar to themselves.  The 
similarity could be obvious or subtle, real or perceived.  Be willing to monitor your own responses. 

 

Definitions of Ratings: 
N Not Applicable. 

1 Does not meet minimum standards of performance; shows no visible progress. 

2 Does not meet minimum standards of performance expected during the probationary period, but 
employee has been counseled and is showing improvement. 

 
3 Meets standards of performance for a probationary period as determined by the supervisor for this 

classification. 
 
4 Meets standards of performance expected during the probationary period and sometimes exceeds 

them. 
 
5 Exceeds standards of performance and continues to achieve outstanding results. 



Probation 2 

Employee Name:        

 

KNOWLEDGE OF WORK 
   

A.     Day-to-day work assignments.  
1 2 3 4 5 

     

B.     Department policies and procedures. 
1 2 3 4 5 

     

 

Comments:      
 

 

QUALITY OF WORK 
List the five most important job responsibilities and evaluate the quality of work in each. 

A.       
1 2 3 4 5 

     

B.       
1 2 3 4 5 

     

C.       
1 2 3 4 5 

     

D.       
1 2 3 4 5 

     

E.       
1 2 3 4 5 

     

 

Comments:      
 

 

QUANTITY OF WORK 

A. Steady and productive use of work hours.      

1 2 3 4 5 

     

B. Amount of completed acceptable work.       

1 2 3 4 5 

     

C. Assists others and/or seeks new work when own is completed.    

1 2 3 4 5 

     

 
  

Comments:      

 

ATTENDANCE 

A. Attendance. (is employee at work regularly as scheduled:  Do requests for sick 
    and/or vacation leave, if any, show a responsible attitude toward work?) 

1 2 3 

   

B. Observes work hours responsibly.  (Consider the beginning and ending of the work 
    day, lunches and breaks, if any.) 

1 2 3 

   

 

Comments:      

 



Probation 3 

 

Employee Name:        

 

WORK ORIENTATION 

A.  Results demonstrate an active interest in the job (e.g. asks questions as appropriate, 
initiates and follows through as needed). 

1 2 3 4 5 

     

B.  Is responsive to positive suggestions. 
1 2 3 4 5 

     

C. Resolves actual and potential conflict situations constructively.  
1 2 3 4 5 

     

D.  By work habits and communication style, helps to create a healthy, constructive 
work environment. 

1 2 3 4 5 

     

E.  Keeps supervisor informed as needed (e.g. work activities, potential problems, etc.). 
1 2 3 4 5 

     

 

Comments:      

 

CONTACTS WITH OTHERS 

A. Contacts with students.  Is staff member helpful, professional:  Do students receive 
complete and accurate information? 

N 1 2 3 4 5 

      

B Contacts with University staff.  Does staff member help to create a climate of mutual 
cooperation to achieve University goals? 

N 1 2 3 4 5 

      

C. Contacts with others outside the University.  Does staff member provide appropriate 
assistance with professionalism, courtesy, and tact?   

N 1 2 3 4 5 

      

D. Appreciation of diversity.  Does staff member treat everyone with equal respect and 
dignity? 

N 1 2 3 4 5 

      

 

Comments:       

 
 

1. Were goals established for the period being evaluated?   Yes          No  If yes, evaluate progress:        
 

 

 2. What are the employeeôs strong points?        

 

3.  What work areas or abilities have shown the most progress during this period?         

 

 

4. What specific things does or might the employee need to do to fully meet job expectations?        

 



Probation 4 

 

Employee Name:        

 

 

5. What specific goal(s) have you and the employee agreed upon for the coming evaluation period?  (To be completed 
during the evaluation interview.)        
 
 
 
SUPERVISORY SKILL 

Does the employee supervise others?             YES            NO 
If yes, please also complete the Probationary Employee Performance Evaluation Addendum which is designed to evaluate the 

supervisory aspect of a position. 
 

SUMMARY STATEMENT                   HR Use Only 
 Performance consistently exceeds standards and expectations, results are consistently superior.   

 Performance meets standards and sometimes exceeds them.   

 Performance meets standards.   

 Performance does not yet meet standards but progress is being made.   

 Performance is unsatisfactory; separation or reduction is recommended:  (Note:  If this action is 

recommended, contact the Assistant Vice President of Human Resources Development and Labor Relations 
at least 10 days prior to the end of the probationary period.) 

  

 Other (Please specify)       
 
 
  
This evaluation has been discussed with me. (My signature does not necessarily mean that I agree with the ratings.) 
 
_______________________________________________________________      ________________________________ 
Employeeôs Signature                                     Date 

 
I have discussed this evaluation with the employee concerned. 

_______________________________________________________________      _________________________________ 
Supervisorôs Signature                                     Date 

 
Reviewed by: 

______________________________________________________________       __________________________________ 
Next Level Supervisorôs Signature                                    Date 



Probation 5 

 

 
 

PROBATIONARY EMPLOYEE PERFORMANCE EVALUATION 
 

Employee’s Copy 
 

Last Name 
 

      First:       Supervisor 
 

      

Job Title 
 

      Supervisor 
Title 

 
      

Department:       *60 Day   

Due Date       *120 Day   

 
TO THE EMPLOYEE:  The Ohio Revised Code REQUIRES 

performance evaluations at the midpoint and at the end of a 
probationary period.  Both the employee and the supervisor 
receive separate sections of the form to assist them in reviewing 
the employeeôs job performance.  Each person evaluates 
performance from his or her point of view. 
 

The second part of the evaluation process is a discussion during 
which the employee and the supervisor review the employeeôs 
performance.  Following the discussion, both forms must be 
signed and returned to the Department of Human Resources 
Development and Labor Relations by the due date. 

 

List what you consider your most important job responsibilities.  If you can, also indicate the results you get (quality, outcome, etc.). 

      

 
There are many ways to evaluate performance.  From the nine questions below, select four or more which would be the best to use for 
you and your position. 
 
1. What skills and abilities do you bring to your position? 

      

 
2. How do you know when you are doing a good job, a fair job, a poor job, etc.? 

      

 
3. What has been especially helpful to you during your probationary period? 

      

 



Probation 6 

 

Employee Name:        
  
 
4. In what areas of your work have you seen the most improvement during this evaluation period? 

      

 
5. Are you satisfied with the progress you have made in your new position?  Please explain. 

      

 
6. What could your supervisor do that would help you to maintain a high level of performance or to continue to become better? 

      

 
7. What problems are you having in your job that your supervisor might not be aware of?  What could help you with these difficulties? 

      

 
8. What job-related goal(s) would you like to set for yourself for the next evaluation period? 

      

 
 
We have reviewed this evaluation together. 
 
____________________________________________________________________     _______________________________ 
 Employeeôs Signature                                              Date 
 
 
____________________________________________________________________     ________________________________ 
 Supervisorôs Signature                                              Date 
 

 
Reviewed by: 
 
 ____________________________________________________________________     _________________________________ 
 Next Level Supervisorôs Signature                                 Date 



Probation 7 

CLEVELAND STATE UNIVERSITY 

PROBATIONARY EMPLOYEE PERFORMANCE EVALUATION ADDENDUM 
To be used for an employee who supervises others. 

 
Last Name 
 

      First:       Supervisor 
 

      

Job Title 
 

      Supervisor 
Title 

 
      

Department:       *60 Day  

Due Date       *120 Day  

 
Supervision, done well, is both a skill and an art.  As such, 
It can be continually developed, enhanced and fine-tuned. 

Use the questions below not only as factors to be evaluated 
but as a starting point for discussion.  The goal is to assist 
the supervisory employee to continue to develop these all 
important skills.  

 
FOR AN EMPLOYEE WHO SUPERVISES OTHERS 
 
   

A. Does the employee train staff and keep them updated regarding policies and 
procedures?  

1 

 

2 

 

3 

 

4 

 

5 

 

 

B. Does the employee provide frequent, ongoing feedback to staff? 
1 

 

2 

 

3 

 

4 

 

5 

 

 

C.     Does the employee set a good example in attendance and work orientation? 
1 

 

2 

 

3 

 

4 

 

5 

 

 

D.     Does the employee treat all staff with fairness and equality, and without 
favoritism? 

1 

 

2 

 

3 

 

4 

 

5 

 

 

E     Does the employee hire, promote, and offer training opportunities consistent 
with the principles of affirmation action and diversity? 

1 

 

2 

 

3 

 

4 

 

5 

 

 

F. Does the employee show the same courtesy and respect toward staff that staff 
is expected to show toward others? 

1 

 

2 

 

3 

 

4 

 

5 

 

 

G. Does the employee take prompt, appropriate action to resolve job and 
performance problems? 

1 

 

2 

 

3 

 

4 

 

5 

 

 

H. Is the employee effective in achieving a productive and effective work group?  
Does   the group function as a team working toward common goals? 
 

1 

 

2 

 

3 

 

4 

 

5 

 

 

Goals ï Specific:  What can the employee do to improve or enhance performance in one or more of 
the above areas? 
1.       

2.       

3.       
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Employee Name:        

 

Goals ï General:  What overall direction would you suggest for the employee to improve or enhance 
her or his supervisory skills? 
1.       

2.       

3.       

 
 
 We have reviewed this evaluation together. 
 
____________________________________________________________________     _____________________________________ 
 Employeeôs Signature  Date    
 
 
____________________________________________________________________     _____________________________________ 
 Supervisorôs Signature  Date 
  
 

 
 Reviewed by: 
 
 ____________________________________________________________________     __________________________________ 
 Next Level Supervisorôs Signature  Date 
      

 
 


