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	Facilities Operations and Development

Probationary Performance Evaluation
 FORMCHECKBOX 
 30 days      FORMCHECKBOX 
 60 days      FORMCHECKBOX 
 90 days      FORMCHECKBOX 
 120 days      FORMCHECKBOX 
 150 days      FORMCHECKBOX 
 180 days


	Employee Name

     
	Employee Classification Title

     
	Employee Shop

     

	Review Period

     
	Review Date

     
	Review Completed by

     


	Performance Dimension
	Comments

	Job Knowledge – Possesses and applies knowledge or skills necessary for task completion.  Keeps informed on current developments, methods, skills, and techniques in job.  Understands job requirements and responsibilities.  Demonstrates ability to perform necessary tasks and procedures and with proper equipment.  Understands how the goals for the employee tie to the university mission.
	     

	Dependability - Can be relied upon to complete assignments accurately and timely with follow-up as needed.  Adjusts to changes in workload, unit and/or customer needs and continues to be productive.  Takes ownership of problems and takes responsibility for actions.  Holds self accountable for meeting objectives.  Responds promptly to requests from supervisors, coworkers, and customers.  Is committed to finding solutions and takes action that creates meaningful results.  Recognizes when a situation calls for a different approach from the usual process and takes action accordingly.
	     

	Productivity - Produces the volume of work expected within specified time frames without sacrificing quality.  Organized and produces volume of work to support goals within specified time frame.  Completes projects or tasks and quickly focuses on new assignments.  Exerts amount of effort over time to achieve a goal.  Demonstrates an appropriate sense of urgency about solving problems and getting work done.
	     

	Quality - Completes assignments accurately and complies with objectives.  Identifies problems, develops solutions, and makes recommendations for improvement.  Seeks and shares expertise on best practices.  Maintains quality standards despite schedule pressures.  Avoids shortcuts that may adversely impact quality.  Achieves quality results.
	     

	Teamwork - Willingly cooperates and shares information with others to accomplish team objectives.  Recommends ideas and procedures for work improvement or problem solution and uses ideas and suggestions from others.  Maintains positive, cooperative working relationships with coworkers, managers, and customers.  Volunteers timely assistance to team members.  Supports group goals over personal gains.  Acts with integrity and contributes to the group effort.  Treats others with respect.
	     

	Customer Service - Understands that all employees have external and/or internal customers that they provide services and information to and is clear about who those customers are.  Provides customers helpful, courteous, accessible, responsive, and knowledgeable customer service.  Demonstrates an understanding of the customer’s point of view and is able to gain customer’s confidence.  Has ability to communicate and interact with customers to effectively manage customer expectations.  Delivers on commitments made to customer.  Builds positive customer relationships and obtains customer satisfaction.  Keeps customers informed of relevant information, projects, and/or processes.
	     

	Adheres to Policy & Procedures - Adheres to university and departmental policies and procedures.
	     


	Overall Evaluation             FORMCHECKBOX 
 Below Expectations       FORMCHECKBOX 
 Meets Expectations       FORMCHECKBOX 
 Above Expectations

	Supervisor Signature
Date
	Employee Signature
Date
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