
Yale University Employee Performance Appraisal Report
It is recommended managers meet with staff weekly during a trial or probationary period to ensure open lines of communication.  If 
there are concerns, please reach out to your HR Generalist.  More details about trials and probations can be found in the Local 35 
contract, pages 4 and 5. 

Keep a copy for your records, and forward the original to your HR Generalist. 

Employee Name (Last, First) Date of Check-in    

Job Title Department 

Type:    Probation   Trial
Location 
Duration:  30 days    45 days  CAS 390 qualified hours  Banquet Server 5 events in 52 weeks

Start Date 
(aka: date of hire) 

End Date 

Comments 

Attendance and Punctuality 

Conduct 

Job Performance 
(Quality, Quantity, Completeness, 
Teamwork, Customer Service) 

Other job-related factors (may 
include: care for University property 
and equipment, or compliance with 
work rules/procedures) 

 Successful Completion
 Extension New end date:

Date of meeting to discuss extension (should be held before originally scheduled end date):
Meeting participants (names of those who participated in the discussion, including managers, employees and
union representatives):

 Not Successful Completion  End date:
Your job performance was unsatisfactory.  In comparison to the expectation and standards required for this
position, the following skills/ abilities were deemed to be lacking:

Does the end of this trial period result in a return to casual status?  If yes notify the Staffing Office 

Manager’s Signature          Date  Employee’s Signature         Date 
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