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Date: ..............


EVALUATION FORM FOR SERVICE REGULARIZATION
(For non-teaching staff on probation) 


Name of staff: …………………………………………..Dept.: ……………………………………..


Please tick (  ) the most appropriate box along each row in the following scale of 1 = very poor, 
2 = poor, 3 = satisfactory, 4 = good, 5 = very good


	Criteria/competencies
	1
	2
	3
	4
	5
	Remark

	Work knowledge
	
	
	
	
	
	

	Attendance & Punctuality
	
	
	
	
	
	

	Team work
	
	
	
	
	
	

	Initiative (brings new ideas, proactive)
	
	
	
	
	
	

	Interpersonal relationship
	
	
	
	
	
	

	Attitude 
	
	
	
	
	
	





Tick (  ) whether to Regularise or Not Regularise:

1) Regularise
2) [bookmark: _GoBack]Not regularise




Evaluator: ..................................................	Signature: .......................................	Date: ...................



Note: If any score is less than 3 (i.e., 1 or 2) in any of the competencies or 21 in average, a thorough CMC discussion should be convened or the service of the staff may not be regularised. This sheet has to be cross checked with students’ feedback.
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