To access this form on-line go to: http://www.cityofmadison.com/employeenet/hr/forms 
City of Madison

Employee Trial Period Report - Initial

This form should be used for the initial reporting of an employee’s performance.

It is usually used in cases of promotion, lateral transfer or competitive demotion.

Name of Employee
     

Department Reporting
     

I.
JOB COMPETENCE

(How well is this employee performing as it relates to quality and quantity of work.)

	     


II.
AREA(S) FOR IMPROVEMENT:
(In which areas should the employee concentrate to improve their performance.)

	     


III.
MOTIVATION
(Observations on initiative, adaptability and response to directions.)

	     


IV.
RELIABILITY
(Observations on attendance record and observation of regulations and hours of work.)

	     


V.
COMPATIBILITY
(Observations on ability to get along with co-workers, supervision and the general public.)

	     


ADDITIONAL COMMENTS:
	     


Trial Period Report - Initial

This form should be used for the initial reporting of an employee’s Trial Period Evaluation Report. It is to be used as a guide for the employer (supervisor) to have a formal opportunity to discuss any good work the employee is performing or areas that must be improved prior to the acceptable completion of their trial period.


An employee serving a trial period shall be entitled to return to his/her former position if either the employee or employer do decides. The timeframe for returning to their previous position is set by  labor contract or Madison General Ordinance. Human Resources should be notified if the agency does not find the person acceptable.
To:
Human Resources Department
From:
      

I,      
 (employee’s name),

certify that I have seen this report and have discussed it with my supervisor.

Employee’s Signature

Date

Immediate Supervisor

Date

Department Head Signature

Date
06/21/11-HRDTrialInitial.dot

