PR1
PROBATION REVIEW FORM
SUPPORT STAFF

To be completed by the line manager after discussion with the employee. A copy should be given to the employee after each review.
At the end of the probation period a scanned copy of the completed form must be sent to HR Services. (Please read the policy for full details)
	Employee Name
	Employee Number

	Job Title
	School/Department

	Probation period
From                                       to
	Line Manager

	At each stage, and after discussion with the employee, describe how well the employee has performed in the role, highlighting where s/ he has met, exceeded or not achieved performance standards (use the Job Description as guidance).
Be clear and specific about any improvements required.

	Review date





	

	Review date






	

	Review date 





	



	RECOMMENDATION at the end of the 12 weeks probation period

	[image: ]   Appoint

	[image: ]   Extend probation (up to a maximum of 2 months) till (date) ………………                                 

	[image: ]   End contract (copy of letter attached)

	Manager’s  name
	Signature 
	Date




[bookmark: _GoBack]

	EXTENDED PROBATION PERIOD

	Employee Name
	Employee Number

	Job Title
	School/Department

	Extended Probation period
From                                       to
	Line Manager

	Set appropriate review dates according to the length of the extension.

	Review date






	

	Review date







	



	RECOMMENDATION at the end of the extended probation period

	[image: ]   Appoint

	[image: ]   End contract (copy of letter attached)

	Manager’s  name
	Signature 
	Date
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