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Please review with employee, complete and return to the Personnel Office by________________
Do you expect that this employee will be retained in this job on a permanent basis after 90 days?
( YES ( NO
Supervisor_________________________________
Date _____________________________________
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The items below are intended to serve as a conversational guide. An employee should know how
he has been evaluated with respect to each of the items. Please encourage questions and comments.

1.     Wellesley College:
A.    How he fits into the College Community
B.     Why his job is important
C.    What he could do to improve the department
2.     Performance on the job:
A.    Quality of work
B.    Quantity of work
C.    Attendance
D.    Cooperation
E.     Dependability
F.     Relationships with others
G.     Initiative
H.    Over-all performance
3.     Safety:
A.    Necessity of following Safety Rules and Practices
4.     If any unfavorable evaluations have been made on this or previous reports, have they been explained to
the employee? Has any improvement been observed?
5.     Please summarize the highlights of your discussion.
Employee: ____________________________
Date: _______________________________

