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Probation Review Form
	Name of Probationer:


	

	Position:


	

	Grade:


	

	Department:
	

	Probation Adviser:
	

	Date of Appointment:
	

	Probation Start Date:


	

	Probation End Date:


	


	Record of Probation Review Meetings

	Probationer and Probation Adviser formally meet during the probationary period to monitor progress. (These meetings may involve discussions on successful achievements, areas of development, training needs, targets to be met etc).  
You should append the notes/actions of these meetings to this report.


	


	Assessment

	This assessment should be a true reflection of the individual’s performance and achievements during this probationary period. (Please mark the appropriate box and comment accordingly).

	1.  Quality of Work


Comments/justification for ranking:

	----------------------------------------------------------------------------------------------------------------------------



	2.  Acceptance of Responsibility 


Comments/justification for ranking:

	----------------------------------------------------------------------------------------------------------------------------



	3.  Interpersonal Skills/Relationships with Others


Comments/justification for ranking:

	----------------------------------------------------------------------------------------------------------------------------



	4.  Job Knowledge/Skills/Training


What training (either internal/external) has the probationer undertaken during the 
probationary period?

	a) Are any skills/knowledge deficient and consequently hindering development? (Please 
specify).

b) What further training/support do you recommend?




	


	Mandatory Training courses to be attended
	Date Training completed

	Respecting Diversity

Recruitment/Selection (if applicable)
	

	Recommendation from Probation Adviser and supported by Head of Department 
	

	
A.  Exceptional progress – Appointment to be confirmed

	

	B.  Satisfactory progress – Appointment to be confirmed

	

	C.  Expectations not met in one or more area – Probation to be extended


D.  Objectives not met - Appointment to be terminated with notice

	

	Signed:  ........................................................…………......  Date:..................................

Probation Adviser

Signed:  ........................................................…………......  Date:........................................
	

	             Head of Department/Section
	


	Confirmation by Probationer of receipt of copies of all documents

	I confirm that I have received a copy of this completed report form and minutes of the progress meetings. 
My Head of Department has informed me that a separate note *will / will not be submitted and I *have / have not received a copy (*delete as appropriate).
Signed:  ..................................................    Date:  .......................................................

              Probationer
Additional Probationer's comments (optional):

(Please use this space to show disagreement to any aspects of the work plan/report (including the recommendation)
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