	Office of Vice Chancellor
New Employee Review

	Supervisor Worksheet



	Employee’s Name:
	
	
	Supervisor’s Name:
	

	OVC Office:
	
	
	Review Period:
	

	Employees Title:
	
	
	Start Date:
	


	1.
Please list the employees core responsibilities.
	

	
	

	2.
Please describe the employee’s performance of each core responsibility (e.g., skills, knowledge, ability, etc.).
	

	
	

	3.
List any core responsibilities or skills the employee has not yet had the opportunity to demonstrate.  Please explain.
	

	
	


	4.
Does the employee require any additional training or retraining?  If so, please describe.
	

	
	

	5.
Please identify any areas of development and/or improvement.
	

	
	

	6.
Please list three things that you would like this employee to accomplish in the next 12 months.
	

	
	

	Additional comments:
	

	
	


This new employee review will become part of your personnel file.  Please sign below to acknowledge you have received this document.

	Employee’s Signature
	Date:
	
	Supervisor’s signature
	Date:
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