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	Name of Employee


	

	Job Title


	

	Date of Commencement


	

	Period of Review


	


The purpose of probationary period review is to:

· review, measure and give constructive feedback on performance

· recommend whether to confirm in post or suggest alternative action to be taken

Where the decision is to confirm in post or extend the probationary period:

· Identify ways the employee can improve his/her performance in their current role, adding value to the team and the business

· Set further objectives for the remainder of the performance year or the extended period of probation

· Identify continuing training and development need

Where the decision is to terminate the manager should:

· Inform the employee of the reasons 
	Section 1 – Review of Job Description (if applicable)

	


	Section 2 – Review of Performance
	

	Core Behaviours


	1st Review
	2nd Review 
	Final Review & Comments



	Application of knowledge relevant to the job


	
	
	

	Safe Operation & Compliance


	
	
	

	Customer & Client Services


	
	
	

	Teamwork


	
	
	

	Communication (Written/Oral)


	
	
	

	Management Ability (for management positions)


	
	
	

	Any other general comments on performance, ability or contribution


	
	
	

	Section 3 – Training and Development Needs (during probationary period, including extension)

	


	Section 4 - Recommendations

	I recommend that the:

· Employee to be confirmed in post

· Employee’s probationary period to be extended to ....................../number of months........
· Employee’s employment to be terminated

(Please delete as appropriate)

	Comments/Actions

	


	Section 5 – Extended Probation – Objectives for Review

	


	Section 6 - Signatures

	Manager


	
	Date
	

	Employee


	
	Date
	


PLEASE RETURN THE COMPLETED FORM TO HR FOR RETENTION IN EMPLOYEE’S PERSONAL FILE
