Form  MSD 497

	Appointing officer should complete and forward original to Civil Service Commission.
	City of Ithaca Civil Service Commission
108 E. Green Street

Ithaca, N.Y.  14850
PROBATIONARY REPORT
	IMPORTANT:

Civil Service Rules require this report to be filed two weeks prior to end of probationary period.

	Employee’s Name
	Job Title
	Department

	
	
	

	Date of Employment
	Length of Probationary Period
	Date Probationary Period Ends
	Date this Report Due

	
	
	Minimum: 

Maximum: 
	

	The rating guide on this form should be used to evaluate the probationary employee’s performance.  Specific comments and examples should be provided whenever the supervisor rates an employee in either an “exceeds” or “does not meet“ category.
I hereby certify that I have carefully observed the probationer during his or her probationary period and find his or her conduct, capacity and fitness to be:

                                     Satisfactory 

                                    Unsatisfactory   

On the basis of the above findings as to the conduct, capacity, and fitness of the probationer, I recommend that this employee be:

                                    Retained

                                   Terminated

___________________________________          ____________________________________                                                                                                                                         
           Employee’s Signature                                         Signature of Appointing Officer

Date:                                                                        Date:  _____________________________                                                             



Job Knowledge

1. Technical Skills

	 FORMCHECKBOX 

	Exceeds:
	Skills and knowledge developed to a level that the employee can train or mentor others.

	 FORMCHECKBOX 

	Meets:
	Consistently demonstrates and applies required skills as outlined in the job description.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________

2. Quality of Work

	 FORMCHECKBOX 

	Exceeds:
	Work consistently conforms to policies and procedures and/or professional guidelines.  

	 FORMCHECKBOX 

	Meets:
	Work usually conforms to policies and procedures and/or professional guidelines.  Work is accurate and thorough.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
3. Judgment and Decision-making

	 FORMCHECKBOX 

	Exceeds:
	Consistently assesses and integrates information into the decision-making process.  Decisions are consistently well-thought-out and logical.   

	 FORMCHECKBOX 

	Meets:
	Assesses and integrates information into the decision-making process.  Decisions are well-thought-out, logical and make sense.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
4. Work Output

	 FORMCHECKBOX 

	Exceeds:
	Willingly assumes additional responsibility to support team efforts.  

	 FORMCHECKBOX 

	Meets:
	Work is timely and deadlines are met.  Carries appropriate share of workload.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
5. Safety

	 FORMCHECKBOX 

	Exceeds:
	Recognizes, corrects and eliminates safety hazards.

	 FORMCHECKBOX 

	Meets:
	Adheres to safe working practices, procedures and policies.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
Approach to Work

1. Attendance

	 FORMCHECKBOX 

	Exceeds:
	Perfect attendance.  

	 FORMCHECKBOX 

	Meets:
	Punctual in reporting for, starting and returning to work.  No unexcused or excessive absences.  Uses sick time appropriately.  Follows departmental notification procedures for absences and tardiness.  Refrains from conducting personal business, including cell phone calls and internet usage, on work time.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ______________________________________________________________________


_______________________________________________________________________________
2. Initiative

	 FORMCHECKBOX 

	Exceeds:
	Willingly assumes leadership role amongst peers.

	 FORMCHECKBOX 

	Meets:
	Makes constructive suggestions.  Follows through on ideas and ensures that all work is productive.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ______________________________________________________________________


_______________________________________________________________________________
3. Attitude

	 FORMCHECKBOX 

	Exceeds:
	Attitude and demeanor consistently impact others in a positive way.  Consistently sees the bright side.  Encourages others.

	 FORMCHECKBOX 

	Meets:
	Displays a positive attitude at work; prepared, motivated, creative and optimistic.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ______________________________________________________________________


_______________________________________________________________________________
4. Professional Appearance

	 FORMCHECKBOX 

	Exceeds:
	Consistently projects a professional appearance. 

	 FORMCHECKBOX 

	Meets:
	Follows dress code and uniform standards.  Maintains good hygiene.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ______________________________________________________________________


_______________________________________________________________________________
5. Standards of Conduct

	 FORMCHECKBOX 

	Exceeds:
	Consistently models professional behaviors.   Receives compliments.

	 FORMCHECKBOX 

	Meets:
	Behavior and language is in accordance with established policies, including the City’s Sexual Harassment Policy, Standards of Conduct Policy and Diversity Statement.  Does not swear, use alcohol or drugs while working or while representing the City.  Is not physically aggressive toward others.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ______________________________________________________________________


_______________________________________________________________________________
Professional Development

1.   Ability to Learn

	 FORMCHECKBOX 

	Exceeds:
	Easily learns, integrates and masters new tasks, policies and procedures.  

	 FORMCHECKBOX 

	Meets:
	Understands and applies policies, procedures and ideas effectively.  Adapts well to change.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
2.  Participation in Training

Training Attended:

	Mandatory Training
	Optional Training

	Date

Attended
	Topic
	Date

Attended
	Topic

	
	Orientation
	
	

	
	Sexual Harassment Prevention
	
	

	
	Hazard Communications
	
	

	
	Other:
	
	


	 FORMCHECKBOX 

	Exceeds:
	Consistently seeks opportunities to advance job knowledge and develop new skills.  

	 FORMCHECKBOX 

	Meets:
	Actively participates in available training.  Keeps abreast of new developments in area of work.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________

3. Asks Questions

	 FORMCHECKBOX 

	Exceeds:
	Consistently asks who, what, where, why and when regarding work and projects.  Tries to understand the “big picture”

	 FORMCHECKBOX 

	Meets:
	Asks clarifying questions.  Seeks assistance when needed.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
City of Ithaca Competencies

1.   Respect

	 FORMCHECKBOX 

	Exceeds:
	Consistently respects different interpersonal styles, behaviors and beliefs and responds appropriately.  

	 FORMCHECKBOX 

	Meets:
	Recognizes and values the unique contribution of each team member.  Works cooperatively with own department and with other departments and agencies.  Does not spread rumors or gossip, and discourages rumors and gossip when they are presented.  Is forthright and open with others.  Refrains from making disparaging remarks that undermine other people or the organization.  

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
2. Communication

	 FORMCHECKBOX 

	Exceeds:
	Makes a continuing effort to anticipate informational needs and to meet those needs without being requested to do so.  Acts to improve any communication process that is a barrier to efficient and effective communication.


	 FORMCHECKBOX 

	Meets:
	Uses communication skills to promote effective interpersonal relationships and daily problem solving.  Listens carefully to others in daily interactions.  Communicates tactfully and respectfully with customers, co-workers and others, orally, in writing and by email.  

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________

3. Teamwork 

	 FORMCHECKBOX 

	Exceeds:
	Willingly assumes additional responsibility to support team and work crew efforts.  Works effectively with other departments and agencies to provide exceptional service and to resolve issues.  Makes an effort to know and understand the roles and responsibilities of other staff.

	 FORMCHECKBOX 

	Meets:
	Demonstrates trust and respect for all members of the team.  Willingly assumes additional responsibility to support team efforts as needed.  Cooperates with and on behalf of others to help ensure their success.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
4. Integrity

	 FORMCHECKBOX 

	Exceeds:
	Serves as a role model and mentor to other staff, promoting fair and ethical behavior at all times.  

	 FORMCHECKBOX 

	Meets:
	Provides factual and unbiased information to all.  Does not condone inappropriate behavior or provide biased advantages to certain individuals.  Is trustworthy.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


__________________________________________________________________________________

5. Conflict Management and Resolution 

	 FORMCHECKBOX 

	Exceeds:
	Consistently acts as a leader in working with co-workers and supervisor to diffuse issues and resolve problems.  Is aware of potential areas of conflict and takes proactive approach toward resolution.  Takes steps to eliminate recurring sources of conflict.

	 FORMCHECKBOX 

	Meets:
	Manages interpersonal conflicts and resolves personal and process difficulties efficiently and effectively. Deals directly and respectfully with persons with whom employee has conflict.  Acts professionally in the process of resolving disagreements and conflicts.  Uses business-appropriate actions, language, tone, and body language.  

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
6. Accountability

	 FORMCHECKBOX 

	Exceeds:
	Consistently accepts responsibility for own work product and behavior.  

	 FORMCHECKBOX 

	Meets:
	Takes pride in work.  Takes ownership in own work, personal effort and behavior.  Actively safeguards all confidential data: electronic, written, or spoken.  Ensures that all supplies and equipment are stored in a safe, secure and proper manner.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
7. Process Improvement 

	 FORMCHECKBOX 

	Exceeds:
	Embraces change and improvements and actively participates in the implementation of new programs, technology and equipment.  Generates ideas to improve the operation of the organization.  

	 FORMCHECKBOX 

	Meets:
	Approaches change with a positive attitude.  Actively uses new technology, equipment, information systems and resources.  Pursues additional training if needed.    

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________

      _________________________________________________________________________
8. Resource Management

	 FORMCHECKBOX 

	Exceeds:
	Recommends ways to improve efficiency, reduce costs and/or waste, streamline procedures and/or increase revenues. 

	 FORMCHECKBOX 

	Meets:
	Exercises good judgment in the use of company resources.  Wisely cares for the human, physical and financial resources entrusted to her/him within the scope of the job.  Avoids waste and carelessness.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
9. Customer Service (Service Excellence to the Internal and External Customer)

	 FORMCHECKBOX 

	Exceeds:
	Recognizes the unique needs and experiences of those we serve and is creative at providing distinctive service in a great variety of circumstances, acting as a resource person and role model for complex situations others have difficulty handling.  Initiates suggestions for improving customer service.

	 FORMCHECKBOX 

	Meets:
	Immediately acknowledges and greets customers in a friendly manner.  Maintains a positive attitude and displays patience in dealing with all customers.  Provides residents, visitors and staff with courteous, informative and helpful services.  Offers to find the answer to a question, rather than simply responding that he/she does not know the answer or taking a guess as to what the correct answer is.  Maintains a positive and professional demeanor that is approachable, service-oriented and consistent from day to day.  

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
10.  Cultural Competency 

	 FORMCHECKBOX 

	Exceeds:
	Promotes the acceptance of people’s differences in the workplace and the community.  Works toward inclusion by inviting others to be a part of the process.  

	 FORMCHECKBOX 

	Meets:
	Accommodates and respects different values, beliefs, interpersonal styles, attitudes and behaviors.  Addresses individuals by their preferred name and/or title.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
Supervisory Skills

1. Planning

	 FORMCHECKBOX 

	Exceeds:
	Program goals and crew or shift activities are aligned with organizational Mission, Vision, Values, Diversity Statements and City and departmental strategic plans.  Anticipates the impact of programs, shift, and crew activities on other programs, shifts or crews, both within department and with external departments.

	 FORMCHECKBOX 

	Meets:
	Anticipates peak loads and new functions so that work flows smoothly.  Programs, shifts and crews are appropriately staffed.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
2. Resource Management

	 FORMCHECKBOX 

	Exceeds:
	Develops and implements strategies to improve efficiency, reduce costs and/or waste, streamline procedures and/or increase revenues.  Consistently manages assigned budget effectively.  

	 FORMCHECKBOX 

	Meets:
	Determines necessary staffing requirements and makes appropriate recommendations.  Effectively budgets and plans for necessary supplies, equipment, resources, and facility space.  Budget requests are reasonable and justified.  Effectively oversees supply and equipment inventory.  Schedules and authorizes employee leave time use in accordance with workload demands.  Ensures timeliness and accuracy of department functions.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
3. Supervision of Staff

	 FORMCHECKBOX 

	Exceeds:
	Consistently gives clear instructions; standards and expectations are clearly communicated.  Proactively promotes a positive work environment.  Proactively seeks opportunities to provide reward and recognition.

	 FORMCHECKBOX 

	Meets:
	Establishes and prepares efficient work schedules for area of responsibility.  Reviews work and provides feedback to all staff.  Assists with the orientation, supervision, and training of staff.  Delegates responsibilities as appropriate. Informs designees of roles and expectations.  Communicates policies and departmental objectives to staff frequently.  Ensures that appropriate staff maintain required licenses and certifications.  Monitors employee sick time use and takes corrective action when necessary.  

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
4.   Develops Employees

	 FORMCHECKBOX 

	Exceeds:
	Creates professional development plans for all staff.  Consistently provides training and development opportunities for all staff.

	 FORMCHECKBOX 

	Meets:
	Ensures that all staff are appropriately oriented to their positions.  Notifies staff about scheduled trainings and meetings in a timely manner and takes reasonable steps to ensure that staff are able to attend meetings and/or satisfy their training requirements and goals.  Ensures that all staff attend mandatory training.  Facilitates attendance of staff at desired trainings.  Provides opportunities for cross training for staff where appropriate.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
5.  Judgment and Decision-Making

	 FORMCHECKBOX 

	Exceeds:
	Analyzes issues and develops effective solutions.  Consistently assesses and integrates information into the decision-making process.  Decisions are well-thought-out and logical.

	 FORMCHECKBOX 

	Meets:
	Gathers, assesses and integrates information into the decision-making process, taking into consideration existing policies, procedures, standards and regulations.  Decisions are well-thought-out and logical.  Does not make snap decisions.  Decisions make sense.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
6.   Leadership

	 FORMCHECKBOX 

	Exceeds:
	Consistently acts as a mentor and role model to staff.  Consistently proactively promotes a positive and inclusive work environment.  Consistently proactively promotes team atmosphere.

	 FORMCHECKBOX 

	Meets:
	Acts as a mentor and role model to staff.  Promotes a positive, inclusive work environment.  Supports departmental and organizational policies and holds staff accountable.  Advocates for program or departmental needs or goals, in a constructive and professional manner.  Collaborates willingly and effectively with other departments and agencies.

	 FORMCHECKBOX 

	Does not meet:
	Does not meet above standards.



Comments: ________________________________________________________________


_________________________________________________________________________
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