Carnegie Mellon University

Provisional Period Review Form For New Employees

Instructions:  This form is used by a supervisor to document the suitability of a new employee for continued employment midway through the employee’s six month provisional period.  It is to be completed and returned to ________________________________ (department administrator) by __________________________ (date).  
If the employee’s performance is unsatisfactory in one or more areas, the supervisor should review the situation with their Human Resources Manager for the college/division and the _______________________________ (department administrator).  
It is extremely important at this time that the supervisor talk with the employee about progress, point out areas of satisfactory work, discuss areas where improvement is needed, and engage in future performance planning.

Employee Name 



 Department 





Date Hired 




 Date Provisional Period Ends 




Summary of Performance









Satisfactory
   Unsatisfactory

1. Job Performance (Completes tasks with a minimum of            
     (     )

           (     )

errors within the appropriate time frame.)

2. Job Knowledge (Understands the regulations, policies,

     (      )                          (      )

Procedures and expectations required for the job.)

3. Initiative (Takes action to meet work performance objectives
     (       )
          (      )

without being asked or required to do so.)

4. Compliance With University Policies and Work Rules                     (      )

          (      )

 (i.e., attendance, punctuality, behavior.)

Supervisor Comments:

Supervisor Name 



 Date of Review 




 

Supervisor Signature 











Employee  Signature 










Please direct all inquiries regarding the provisional period of employment

 to your Human Resources Manager at 412-268-2047.
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