Six Month Probationary Review

Employee:  
Payroll Title: 


Supervisor:  

Department:  
Date of Hire:  
Date of Review:  

Determination: Probationary Period successfully completed

Performance against objectives:

Employee’s position is new and was defined as 50% time devoted to fund management, 25% to development, and 25% to general administrative tasks.  Initial objectives were to re-organize the office, record keeping, and procedures in order to meet work objectives.

Employee has completed the organization of the office on schedule.  Record keeping and procedures are still being refined; still within schedule.

One objective that has not been addressed is identifying potential subventions or grants for specified projects.  Employee has not yet been encouraged to meet this objective, as others take priority.

Work Quality:

Employee has worked with me to develop new procedures.  She performs assigned tasks diligently and efficiently and can be trusted to complete work correctly and within assigned deadlines.  Even more valuable is the initiative that she has shown in changing procedures, making her a valuable asset to the unit.

We need to achieve a balance in communications with staff and PIs between a firm insistence on our procedures and a professional and encouraging attitude that ensures that PIs see us as helpful, rather than bureaucratic.  Because the unit uses email frequently, the right tone is difficult to establish.  Employee has managed to strike the right balance.

There have been several errors in the draft grant proposals.  We have discussed options to prevent such errors in the future, and I feel comfortable that employee can be trusted not to make such mistakes again.

Overall Assessment:

Employee is already a valued member of the team and works well with others in the department.  She had many challenges to meet in a disorganized space and has enthusiastically met these challenges with determination and innovation.  I am sure that she will continue to take on increasing responsibility and will continue to meet her objectives.

Manager:  __________________________________________________________

Department Head:  ____________________________________________________

Employee:___________________________________________________________

