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       State of Tennessee                                                                     Probationary Performance Review
       Department of Human Resources
	         Employee Name (Print)

     
	Employee ID #

     
	Agency Name

     

	Hire Date

     
	Position Start Date

     
	Business Unit #

     
	Classification Title

     

	Rater Name (Print)

     
	Reviewer Name (Print)

     


Procedural Step 1: Individual Performance Plan

Cycle Begin Date:        End Date:                   Date of Discussion:      
(All dates must be entered as m/d/yy)
Instructions:
· List the items in your agency’s strategic plan in the space indicated below. 

· List below 4-6 work outcome statements (performance based objectives) for your employee to accomplish during this review period.  The employee’s work outcomes are written at the mid-point of the rating scale and listed in order of greatest importance reflecting the most relevant results of the employee’s efforts.
· Each work outcome must be written using the S.M.A.R.T. formula and support the agency’s strategic/operational goal(s) which the rater enters below. 

· Up to three action steps may be added to provide clarity to the work outcomes but are not a substitute for the outcome statement itself.  Each of the action steps must be in direct support of the work outcome statement.

· Rater must receive approval by the reviewer prior to discussing with the employee.

· Signatures below confirm that the rater and/or reviewer met with the employee to discuss the work outcomes listed on this document.

	Our Agency’s Strategic and/or Operational Goal(s) 
List the items in your agency’s strategic plan (items could include your agency’s strategic and/or operational goal(s) or the governor’s priorities). The goal(s) must be listed numerically in order for you to identify which goal each of the employee’s work outcome statements will support.     

	     

	

	Agency Goal(s)

Enter relevancy to strategic/operational goal(s) 1, 2, 3, etc…      (see above)
	Work Outcome Statements

Enter 4-6 work outcomes the employee will achieve that support the agency’s strategic/operational goal(s).  Each work outcome statement must be written using the S.M.A.R.T. formula.
	Individual Action Steps

Enter up to 3 potential action steps the employee might perform to assist in achieving the work outcome.

	#   
	Work outcome statement # 1:      

	1.      
2.      
3.      

	#    
	Work outcome statement # 2:      
	1.      
2.      
3.      

	#   
	Work outcome statement # 3:      

	1.      
2.      
3.      

	#    
	Work outcome statement # 4:      

	1.      
2.      
3.      

	#   
	Work outcome statement # 5:      

	1.      
2.      
3.      

	#   
	Work outcome statement # 6:      

	1.      
2.      
3.      

	Reviewer Signature  /  Date

      /                                                        
	Employee Signature  /  Date

      /                                                        
	Rater Signature  / Date

      /                                                        
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        RDA 1280
	         Employee Name (Print)

     
	Employee ID #

     
	Agency Name

     


Procedural Step 2: Interim Review   [image: image1.wmf]1   [image: image2.wmf] 2  [image: image3.wmf] Other        


Cycle Begin Date:        End Date:         Date of Discussion:      
Instructions:
· List below the work outcome statements previously discussed with the employee during the performance planning phase.

(You must discuss each work outcome, from the employee’s individual performance plan, during each interim review discussion)
· In the Rater Comments section describe the employee’s performance relevant to each work outcome.  

· Comments should be thorough, specific, objective and fact based. 
· Rater must receive approval by the reviewer prior to discussing with the employee.

· Rater and/or reviewer must meet with the employee to discuss the work outcomes from this interim review period.

	Work Outcome Statements

Enter the work outcomes previously discussed with the employee during the performance planning phase of the review cycle.
	Rater Comments 

In the space below, describe the employee’s performance relevant to each work outcome. 
If the work outcome is not applicable, enter N/A.  

	Work outcome statement 1:       

	     

	Work outcome statement 2:      

	     

	Work outcome statement 3:      

	     

	Work outcome statement 4:      

	     

	Work outcome statement 5:      

	     

	Work outcome statement 6:      

	     

	Additional Rater Comments

	     


	In signing below, the employee and the rater and/or reviewer acknowledge they have discussed the above documentation together.

	Reviewer Signature / Date

      /                                                        
	Employee Signature / Date

      /                                                        
	Rater Signature / Date

        /                                                        


	         Employee Name (Print)

     
	Employee ID #

     
	Agency Name

     


Procedural Step 2: Interim Review   [image: image4.wmf]1   [image: image5.wmf] 2  [image: image6.wmf] Other                
Cycle Begin Date:         End Date:        Date of Discussion:      
 Instructions:

· List below the work outcome statements previously discussed with the employee during the performance planning phase. 
(You must discuss each work outcome, from the employee’s individual performance plan, during each interim review discussion.)
· In the Rater Comments section describe the employee’s performance relevant to each work outcome.
· Comments should be thorough, specific, objective and fact based. 
· Rater must receive approval by the reviewer prior to discussing with the employee.
· Rater and/or reviewer must meet with the employee to discuss the work outcomes from this interim review period.
	Work Outcome Statements
Enter the work outcomes previously discussed with the employee during the performance planning phase of the review cycle.
	Rater Comments 

In the space below, describe the employee’s performance relevant to each work outcome.    If the work outcome is not applicable, enter N/A.

	Work outcome statement 1:      

	      

	Work outcome statement 2:      

	      

	Work outcome statement 3:      

	      

	Work outcome statement 4:      

	      

	Work outcome statement 5:      

	      

	Work outcome statement 6:      

	      

	Additional Rater Comments

	     


	In signing below, the employee and the rater and/or reviewer acknowledge they have discussed the above documentation together.

	Reviewer Signature / Date

      /                                                        
	Employee Signature / Date

      /                                                        
	Rater Signature / Date

      /                                                        


	Employee Name (Print)

     
	Employee ID #

     
	Agency Name

     

	N/A
	Unacceptable
	Marginal
	Valued
	Advanced
	Outstanding

	Rating Scale Definitions

N/A = Not Applicable; i.e. work outcome no longer applies (not used for Overall Performance Rating)
U = Unacceptable Performance; unsatisfactory work outcomes

M = Marginal Performance; work outcomes consistently do not meet some stated expectations

V = Valued Performance; work outcomes consistently meet stated expected performance

A = Advanced Performance; work outcomes consistently meet and often exceed stated expected performance

O = Outstanding Performance; work outcomes consistently exceed expected performance and affect measurable improvements in organizational performance


Procedural Step 3: Annual Review   
Cycle Begin Date:        End Date:      


Date of Discussion:      
      Instructions:

· List below the work outcome statements previously discussed with the employee during the performance planning and interim reviews.

· In the Rater Comments section describe the employee’s performance relevant to each work outcome. Comments justifying the rating should be thorough, specific, objective and fact based.  

· Using the rating scale above, identify an Outcome Rating for each work outcome. Ratings must be consistent with the rater comments.

· Using the rating scale above, identify an Overall Performance Rating for the entire annual review period. The rating must be supported by comments in the Rater Overall Rating Justification Comments section. This section is required.
· Rater must receive approval by the reviewer prior to discussing with the employee. The appointing authority must approve an “unacceptable” or “outstanding” overall performance rating prior to discussing with the employee.

· Rater and/or reviewer must meet witer and/or reviewer must meet all Annual Rating prior to meeting with the employeelfj asdfjk asdkfj sadfkl sdklsd fkj sdakfj kh the employee to discuss the work outcomes and overall performance rating for this annual review period.

	Work Outcome Statements

Enter the work outcomes previously discussed with the employee during the performance planning phase of the review cycle.
	Rater Comments 

In the space below, describe the employee’s performance relevant to each work outcome for the entire annual review period.
	Outcome Rating

Enter rating - N/A, U, M, V, A, or O 

	Work outcome statement 1:      

	     
	   

	Work outcome statement 2:      

	     
	   

	Work outcome statement 3:      

	     
	   

	Work outcome statement 4:      

	     
	   

	Work outcome statement 5:      

	     
	   

	Work outcome statement 6:      

	     
	   

	Rater Overall Rating Justification Comments (Required)
	Overall Performance Rating

Enter rating -   U, M, V, A or O

	      
	 

	Employee End of Cycle Comments

	     

	Reviewer Signature / Date

      /                                                        
	Employee Signature / Date

      /                                                        
	Rater Signature / Date

      /                                                        
	Appointing Authority Signature / Date

      /                                                        
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