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	The University of Texas at San Antonio
PROBATIONARY EVALUATION FORM
30 DAY EVALUATION
	


	Employee’s 
Name:
	     
	EMPL ID:
	     

	Title:
	     
	Date
of Hire:
	     

	Department:
	     
	Evaluation Period: mm/dd/yy
From:                             To:

	Supervisor:
	     
	                               

	Please rate the employee's performance at the end of the period indicated above in terms of the performance factors listed. Feel free to attach additional sheets for comments if necessary.
 Performance Factor
Superior
Above 
Standard
Standard
Below 
Standard
Unsatisfactory
1.  Work Performance
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2.  Attendance/punctuality
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3.  Observance of rules
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4.  Carrying out instructions
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5.  Attitude and cooperation
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Please comment on work that is more than satisfactory and include recommendations for aiding the employee in continuing his/her progress.  If problem areas exist, please indicate the nature of the problem including dates of counseling, supervisory action taken and recommendation for improvement.
     
Has the employee been provided a copy of his/her written position description and work standards?
                                                                      FORMCHECKBOX 
  Yes                            FORMCHECKBOX 
  No
Supervisor’s
 Signature
Date
Employee’s
Signature
Date
Your signature acknowledges that you received this information only. It does not mean that you agree with it nor does it waive your right to file a grievance in accordance to Chapter 3.4 of the Handbook of Operating Procedures. Your signature does not necessarily signify agreement with the appraisal; but simply that the appraisal has been discussed with you.



PRIVACY NOTICE
With a few exceptions, you are entitled to be informed about the information U.T. San Antonio collects about you. Under Sections 552.021 and 552.023 of the Texas Government Code, you are entitled to receive and review this information. Under Section 559.004 of the Texas Government Code, you are entitled to have U.T. San Antonio correct information about you that is held by us and that is incorrect, in accordance with the procedures set forth in the University of Texas System Business Procedures Memorandum 32. The information that U.T. San Antonio collects will be retained and maintained as required by Texas records retention laws (Section 441.180 et seq. of the Texas Government Code) and rules. Different types of information are kept for different periods of time.
Copy – UTSA Human Resources
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