Probation Review


(Managers Guidance)
	Staff Member

	First Name:                                                                                 Surname: 

	Position: 

	Start Date:     


	Supervisor / Manager Details

	Name: 
                                                                                          

	Position:                                                                                        


PLEASE ADD THE DATES BELOW TO YOUR DIARY
	Suggested Timetable

	Induction Topic/Review Meetings
	        To be Completed
	    Date to be Completed by:

	
	 
	   

	
	
	   

	
	
	   

	
	
	   

	
	
	   

	
	
	

	
	
	

	
	
	

	
	
	

	General Probation Requirements for all Positions

	1. Demonstrated capacity and willingness to undertake all the duties and responsibilities of the position.

2. Willingness to respond to changes in workplace requirements within the scope of the position description.

3. Demonstrated ability to achieve work outcomes as required within the scope of the position description.
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Report 1 - My first 4 weeks…

Note below how your first weeks have been in preparation for discussion. Include feedback on induction, understanding of the role and expectations, performance and team dynamics.

Things I’ve learnt so far…

Note below what you feel competent in and where you believe your strengths are in preparation for discussion:

Things I still need to learn…
Note below where you still feel the need to improve or develop your skills in preparation for discussion:

Self-reflect on your first weeks and note how you believe you’re performing in each area. To assist you with self-evaluation of your performance, please use the below table. Discuss with line managers and note any improvements to be made in the ‘Agreed Actions’ section:
	Rating Number
	Rating Description
	What it means

	1
	Poor
	Constantly below expectation. Significant improvement is needed. 

	2
	Unsatisfactory
	On one or more occasion, expectations were not met. Improvement required. 

	3
	Satisfactory
	Expectations are met. 

	4
	Good
	Working above the standard expectations. 

	5
	Outstanding
	Consistent evidence of exceeding expectations.


	Performance 
	Employee Rating
	Manager Rating

	Quality and accuracy of work
	
	

	Efficiency and time or workload management
	
	

	Attendance and reliability
	
	

	Time Keeping and punctuality
	
	

	Grooming
	
	

	Conduct
	
	

	Competency in the role
	
	


Agreed actions for the upcoming weeks…

To include areas of ongoing development, and /or areas for improvement to meet performance expectations. 

Support…

What training, development and support do you need in order to achieve this?





Report 2 - My midway review…

Note below how your last eight weeks have been in preparation for discussion. Include feedback on treatment techniques, product knowledge, confidence the role and expectations, performance and team dynamics.

Things I’ve learnt so far…

Note below what you feel competent in and where you believe your strengths are in preparation for discussion:


Things I still need to learn…
Note below where you still feel the need to improve or develop your skills in preparation for discussion:

Self-reflect on your last eight weeks and note below how you believe you’re performing in each area. Discuss with line managers and note any improvements to be made in the ‘Agreed Actions’ section:

	Performance 
	Employee Rating
	Manager Rating

	Quality and accuracy of work
	
	

	Efficiency and time or workload management
	
	

	Attendance and reliability
	
	

	Time Keeping and punctuality
	
	

	Grooming
	
	

	Conduct
	
	

	Competency in the role
	
	


Agreed actions for the upcoming weeks…

To include areas of ongoing development, and /or areas for improvement to meet performance expectations. 

Support…

What training, development and support do you need in order to achieve this?




Report 3 - Final Probation Meeting

Looking Back…
Note down below overall performance from the past 3 months in preparation for discussion:

Top areas of Success…

Identify the top areas of success and detail in the note section below:

Remaining areas of improvement…

Identify and outline any unresolved areas:


Performance Rating…

Based on your discussion and outcomes above, agree the rating which best describes performance and add detail outlining your decision to the notes:
(To be completed in the meeting)

	Exceeded Expectations
	Met Expectations
	Working Towards Expectation

	(
	(
	(

	Notes:




Sign off…
(To be completed in the meeting, delete the box that doesn’t apply)






Next steps…
(only use for those who have probation extended or passed) 

Having reviewed the past 6 months it’s now time to look forward to the next steps of your professional journey and development:

Long term goals
Discuss personal goals and identify opportunities for professional progression you could be working towards: 

Continue and strengthen…

Identify what’s working well, where we need to see continued commitment or next step development:

Upcoming training and Support
List the ongoing or upcoming training and development sessions and self-led training resources:


Employee Name:


Position:	





Date of Meeting:	





Line Manager conducting review:


Position:





Employee notes here… 














Managers Perspective:





Employee notes here… 














Managers Perspective:








Employee notes here… 














Managers Perspective:








To be completed in the meeting…


1.





2.





3.





To be completed in the meeting…








Manager Signature:





Employee Signature:





Date of Signature:





Date of Signature:





Line Manager(s) conducting review:





Date of Meeting:	





Employee notes here… 














Managers Perspective:





Employee notes here… 














Managers Perspective:








Employee notes here… 














Managers Perspective:








To be completed in the meeting…





1.





2.





3.





To be completed in the meeting…








Manager Signature:





Employee Signature:





Date of Signature:





Date of Signature:





Line Manager(s) conducting review: 





Date of Meeting:	





Employee notes here… 














Managers Perspective:











Employee notes here… 


1.





2.





3.





Managers Perspective:

















Employee notes here… 














Managers Perspective:











I___________________________ can confirm that __________________________ has successfully passed their probationary period and therefore employment is confirmed. 





I___________________________ can confirm that __________________________ has not met the minimum standards of performance/behavior within their probationary period. This has therefore been extended for a further_______ months and will be reviewed again on __________________________





I___________________________ can confirm that __________________________ has been unsuccessful in their probationary period due to unsatisfactory behavior / performance. The employee will/ won’t be work their 1 week /month contractual notice period.





Manager Signature:





Employee Signature:





Date of Signature:





Date of Signature:





Employee notes here… 














Managers Perspective:








Employee notes here… 














Managers Perspective:











Employee’s commitment 














Manager’s commitment:











Date of Signature:





Employee Signature:





Date of Signature:





Manager Signature:













