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BAN PANH GIA THU VIEC

PROBATION PERIOD ASSESSMENT FORM
(Danh cho Nguwoi danh gia / For Line Manager)

Ho tén nguoi danh gia (Line Manager):
Chtrc danh (Position): B phan (Department):

Nguoi duoc danh gia (Employee Full name): .............cocoiiviiiiiiiiiiiiiiiiiniiinninnns
Churc danh (Position): Bo6 phan (Department):

Thoi gian thr viée (Probation Period): tu (From)........... dén (10)
Hay ky phia dudi mdi trang sau khi doc va hiéu ndi dung. (Please initial each page)
Thang diém danh gia/ (Assessment definitions):

Thang diém Pinh nghia
Rating Description

Pat yéu cau cong viéc ¢ mirc do tdt (Exceeds expectation: performance consistently
3(EE) exceeded expectations in all essential areas of responsibility, and quality of work overall
was excellent. Goals were meet)

Pat yéu ciu cong viéc & muc tiéu chuin (Meets Expectations: performance consistently
2 (ME) met expectations in all essential areas of responsibly, at time possibly exceeding
expectations and the quality of work overall was very good. Most critical goals were met)

Chua dat yéu cau cong viéc mong doi, can cai thién (Improvement needed. performance
1(D) did not consistently meet expectations or failed to meet expectations in one or more
essential areas of responsibility, and/or most critical goals were not met)

L. PANH GIA KET QUA CONG VIEC TRONG THOI GIAN THU VIEC (Danh cho nguwoi danh gia)
(Evaluation on the employee’s quality of work and main duties over the period) (For Line manager)

TI LE CHAT
T A , HqAN LU:()NG A '
(No CONG VIEC bUQC GIAO :[‘HANI-{ COl}IG NHAN XET
(main duties) CONG VIEC VIEC (Evaluation)
) (%Completed | (Quality of
) work/ 1-3)

Nhan vién ky (Employee Initial): Quan 1y tryc tiép ky (Line Manager Initial):
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TONG CONG (Total)

II. PANH GIA CAC NQI DUNG KHAC (Danh cho nguoi danh gia) (Evaluation on the employee’s other
qualities over the period) (For line Manager)

PIEM
T NOI DUNG DAN’H NHAN XET
(Qualities) GIA (Comment)
(1-3 Score)

KY LUAT LAO PONG
A | (Attendance and Reliability)

Tuén thu thoi gian lam viéce
1 | (the extent to which employee arrives on time
and demonstrates consistent attendance)

Tuan thi1 ndi quy, quy ché, quy dinh, chinh sach
Cong ty

2 | (the extent to which the employee obeys the
Company's rules, regulations and policies)

Chap hanh sy diéu dong, phan cong, tiép nhan
phan héi tir cap quan 1y

(the extent to which the employee responds to
supervisory directions and comments)

KY NANG GIAO TIEP - PHOI HQP CONG
B | VIEC VOI PONG NGHIEP (Cooperation
with colleagues -Interpersonal skills)

Déi voi dong nghiép

1 | (the extent to which the employee gets along
with with co-worker)

Vi khach hang

2 | (the extent to which the employee gets along

with with customer)

SANG KIEN VA SU SANG TAO TRONG
CONG VIEC (Initiative and Creativity)

(the extent to which the employee is

self-directed, resourceful and creative in

C | meeting, job objectives, consider how well the
employee follow through on assignments and
modifies or develop new ideas, methods, or
procedures to effectively meet changing
circumstances)

Nhan vién ky (Employee Initial): Quan 1y tryc tiép ky (Line Manager Initial):
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TONG CONG

III. PANH GIA CHUNG (danh cho Nguwdi danh gia) (General Evaluation for Line Manager)

|:| Co/Yes |:| Khéng/N
o

1. Nhan vién c¢6 chuyén mén va ky ning tong hop thé hién trong cong viée & mirc d6 phi hop véi yéu cau
cong viéc khong? (Does this employee demonstrate the expertise and general skill level you expected based
on the job requirements?

Néu khong, hay cung cap thém thong tin
(If No, in what way does this employee’s performance differ from your expectations?)

|:| C6/Yes |:| Khong/N
o

2. Anh/ chi c6 nhan thay nhan vién thé hién sy tién bo phu hop véi tién trinh thoi gian lam viéc? (Do you
consider this employee to be making progress appropriate to his/ her length of employment?
Néu khong, hady mo ta nhan vién can cai thién linh vuc nao?
(If No, please describe the areas that need improvement?)

|:| Co/Yes |:| Khong/N
]

3. Anh/ chi c6 sip xép cho nhan vién dugc dao tao bd trg can thiét khong? (Have you made arrangement for
the employee to receive necessary training?

Néu co, hay néu tén khoa/budi dao tao, thoi gian thyc hién?
(If Yes, please describe what training? Where conducted?)

|:| Co/Yes |:| Khong/N
o

4. Anb/ chi da trao doi véi nhan vién vé nhitng mit can luu ¥ trong sudt qué trinh hoc/thtr viéc hon 1a ban déanh
gia sau thir viéc nay khong?
Néu c6, phan hoi ctia nhan vién dbi v6i budi trao doi nhu thé nao?
(If Yes, what was the employee’s reaction to the discussion?)

Nhan vién ky (Employee Initial): Quan 1y tryc tiép ky (Line Manager Initial):
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5. Nhing myc tiéu ma Anh/chi va nhén vién nay da dit ra trong vai tuan téi/ thang ti trong cong viéc 1a gi?
(What goals have you and this employee set for the next few weeks/ months on the job?

6. Nhan vién c6 thé hién kha ning va sy san sang tiép nhéan nhitng nhiém vy/ trach nhiém mai hodc cé do
phuec tap hon khong?

|:| Co/Yes |:| Khéng/N
o

Néu co, hily dé xuét (If Yes, Please propose)

Y kién khac ciia Nguoi danh gia (Supervisor/ Line Manager’s comments):

|:| Co/Yes I:I Khong/N
0

Nhan vién ¢6 can duoc thir viéc thém mot thoi gian nita hay khong?

Should the employee's probationary period be extended?

Thoi gian:

Ly do (hdy dién giai ich lgi cho nhan vién va cong ty khi kéo dai thoi gian thir viéc thém) (Reason: please
explain benefits for Employee and Company when extending the probation period):

YEU CAU CHI BIEN KHI THUC HIEN PANH GIA CUOI CUNG TRUOC KHI KET THUC GIAI
DOAN THU VIEC (TO BE COMPLETED ONLY AT LAST EVALUATION BEFORE END OF
PROBATIONARY PERIOD)

0 Téi dé xuat nhan vién thir viée nay trd thanh nhan vién hop dong chinh thirc va tiép tuc lam viéc.

(I recommend this probationary employee become permanent and continuous)

0 T6i dé xuét thém thoi gian thir viée d6i v6i nhan vién tha viée ndy twong duong ........ tuan/ thang.
(I recommend this probationary employee's probationary period be extended by a further weeks /
months)

Luwu y d6i véi Nguoi danh gia va nhan vién: Nguoi ddnh gid nén trao d6i vé két qua danh gia v4i nhan
vién. It nhat, nhan vién can dwoc nhan mot ban sao dé tu luu trir. Nguoi danh gia va nhan vién can phai ky
vao ban danh gia. Chir ky ctia nhan vién chi thé hién t6i da nhan dugc ban danh gia. Diéu d6 khong nhat
thiét thé hién sy dong tinh ciia nhan vién.

Comments to Evaluator and Employee. Evaluators should discuss the evaluation results with the
employee. At a minimum, employees must be given a copy of the evaluation for their own records. Both

Nhan vién ky (Employee Initial): Quan 1y tryc tiép ky (Line Manager Initial):
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the evaluator and the employee should sign the evaluation form. The employee signature indicates only
that the employee received a copy of the evaluation. It does not necessarily signify employee concurrence.

0 Nhén vién xin thoi viéc trude khi két thuc giai doan thir viéc. (Panh gia nay van can thiét d6i voi phong

Nhan su ngay ca khi nhan vién xin nghi) (Employee resigned before completion of probationary period. It

is important that the HR Department receive this form even if employee has resigned.)

Ngay/DD....... Thang/MM..... Nam/YYYY........

Chir ky cua nguoi danh gia
Line Manager’s signature

Ngay/DD....... Thang/MM...... Nam/YYYY........

Y kién coa Truong/Pho bo phan Nhan sy
HR Manager’s signature

Ngay/DD

Chir ky cua nhén vién
Employee’s signature

....Thang/MM...... Nam/YYYY.........

Y kién cta Hiéu trudng
Rector’s signature

Nhan vién ky (Employee Initial):

Quan 1y tryc tiép ky (Line Manager Initial):



