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[CONFIDENTIAL]

Probation Review Form

1. Details

	Name of employee:
	

	Job title:
	
	Line manager:
	

	Starting date:
	
	Date of appraisal interview:
	

	Probation ends:
	
	Date of first invoice:
	

	
	
	

	
	
	

	2. Review

	To be completed by the line manager.  Please read the associated notes for guidance before completion of this form. Give comments on all the main aspects of job performance, indicating whether the employee is satisfactorily or not on each element. Please give examples.

	
	

	a. Response to induction:
	
	(

	
	

	
	

	b. Knowledge / expertise:
	
	(

	
	

	
	

	c. Quality of work:
	
	(

	
	

	
	

	d. Quantity of work:
	
	(

	
	

	
	

	e. Interpersonal skills:
	
	(

	
	
	

	
	

	f. Interest in work:
	
	(

	
	

	
	

	g. Communication written /oral:
	
	(

	
	

	
	

	h. Conduct and punctuality:
	
	(

	
	

	
	

	i. Other skills / qualities:
	
	(

	
	

	
	


	
	

	j. General comments and overall assessment:
	

	
	

	

	
	

	

	
	

	

	
	

	k. Training needs identified:
	

	
	

	

	
	

	

	
	

	

	
	

	l. Recommendation:
	

	
	

	

	
	

	

	
	

	

	
	

	
	

	Please sign and date this record of the appraisal interview:
	

	Signed
	
	Date:
	

	
	

	Name (print):
	
	Position:
	

	
	

	
	
	
	

	To be completed by the employee:
	
	

	I agree that the information given here represents a true record of the appraisal interview

	Comments I wish to add:
	

	
	

	

	
	

	

	
	

	Employee’s signature:
	
	Date:
	


Notes For Guidance on the Appraisal Form

The form should be completed by the immediate supervisor after the interview and after discussion with any other managers who have knowledge of the individual’s performance. The individual should be allowed suitable time to provide his/her comments.

1. Marking

Employees can be marked A, B, C or D on each category where

· A = Very good performance well above average

· B = Satisfactory or above required standard

· C = Not quite good enough, training needs identified, performance to be kept under review

· D = Unsatisfactory, does not meet required standards, will require warning about performance

2. Notes on categories

a. Response to induction: How they received and have acted upon information given during induction

b. Knowledge/expertise: This should relate to technical competence required so they can be performing tasks that can be invoiced

c. Quality of work: This relates to accuracy, thoroughness, error or fault rates, ability to work unsupervised, ability to find solutions

d. Quantity of work: Ability to meet deadlines, speed of work etc

e. Interpersonal skills: This can include internal and external relationships with colleagues/line managers and customers

f. Interest in work: Aptitude, adaptability, drive to improve

g. Communication - written/oral: Clarity, breadth & depth of analysis, appropriate use of style, clear instructions

h. Conduct & punctuality: Attendance, punctuality, care of equipment

i. Other skills/qualities: Add notes on any other skills or abilities necessary for the job

j. General comments can include broad strengths and weaknesses and any particular points raised by the appraisee. For grades C & D further explanations should be given and the individuals should be made aware of what they need to do to improve and the consequences if they fail to do so.

l. Recommendation should state whether the individual should continue employment, extend probation or have his/her employment terminated
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