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1. Employee Information 

 
HR ID:_________________________          Employee Name:   _________________________                               

 

Post:  _____________________________   Department: __________________________________                    
 

Date of Appointment: ___________________Date of Completion: __________________________ 
      

 

2. Evaluation by Supervisor: 

2.1. Summary of Performance during Probationary Period 

(Please comment on performance throughout the probationary period, (i.e. have any particular gains/ area for improvement been 

highlighted? Have there been any particular constraints or circumstances which have affected the individual’s performance?) 

 

Comments: 

_______________________________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________________ 

 

 
2.2 Evaluation / Assessment of Continuation or Discontinuation 
(This assessment should be a true reflection of the individual’s performance and achievements during this probationary period mark the 
appropriate box.) 

 
Very 
Good 

Good Satisfactory Unsatisfactory 

1. Accomplishment of Assignments 
(Consideration should be given to the accomplishment of assigned work of 
specified quantity in specific time period.) 
 

    

2. Job knowledge / Skills/ Training 
(Consideration should be given to his / her ability to understand the job and 
to demonstrate the job.) 

 

    

3. Acceptance and Discharge of Responsibility 
(Consideration should be given to the boldness of employee in taking the new 
responsibilities and tasks assigned by the heads.) 

 

    

4. Learning from Expertise 
(Consideration should be given to the art of following the directions of 

supervisors and seeking the improvements.) 
 

    

5. Interpersonal Skills / Cooperation 
(Consideration should be given to his / her tact of dealing with individuals; 

guideline map is 7C’s of business communication.) 
 

    

6. Reliability 
(Consideration should be given to the punctuality, task completion, giving 

attention towards duties and long term commitment moral etc.) 
 

    

7. Self-Direction and Creativity 
(Consideration should be given to the efficient and effective move taken by 
his / her, if there is non availability of guideline.) 
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2.3. Recommendations: (Please mark as appropriate): 

 
 
Satisfactory Performance: 
                      

 The appointment should be confirmed as Full Time Employee. 
 
 
Unsatisfactory Performance: 
 

 The appointment should be terminated due to unsatisfactory performance. 
 
 The probationary period should be extended. 
 

 

Designation & Signature__________________________________:     Date:________________________________ 

                                           Reporting Authority / HoD 

 

 

 

3. Approval: 

 
 

Dean KMC:___________________________ 

 
Date:________________________________ 

 

 
 
 
 
 
 
 


