EMPLOYEE PROBATION REVIEW FORW

PLEASE NOTE:

AT lzast wwo weeks befere the conclusion of the probation or trial period. the supervi

this form and meet with ihe employee o raview the employee's performance. T
orovide the employee with a copy of the form, if the employee requests one.
ircluding Recommendations znd Signatures. should then be sent ic the Hun

Department. If the recommendation is for other than suce sful completion of
gericd. the supervisor should contact the HR Con sultant well in advance of the end

U

Probation Record

| Employee name: | Haris Najeem ’
" Job THie: | Field Facilitator

: Grade: i3

Department/Project: { HR Matters )

Position Start Date: 1 20-5-24

Line Manager:

Date Due Please tick when completed
. Initial Meeting -
3-month review:
. 6-month review: ) -
PART 1: Initial meeting
fis sectior should be completed by ths line manager within 2 month of the empiovee commenc ing their

T
employment.

. The line manager should identify specific
. statements of what should bea hieved during the probationary p eraod includin

SECTION A: Objectives

chjectives for the employee (for 3 me

S~

. timescales or achievement.

. Maintaining 100% weekly attendance.
| Filling of staff documents.
- Distribution of cards & Contracts

Locality Verification.
Respond to stzff queries.
Communication.

_ Any other task assigned.

. SECTION E:: Development Plan

| to his/har daily tasks and specify how and when thas
i Provided him with a thorcugh orientation r=garf4mg the project’s requirementis & nature, keer sing him informed

| Employee’s §

To support the employze in achieving ‘1es objectives line manager shouid dentify ermployee needs related
S€ | ad

, the i
needs will be addressed during the probationary pariod,

about task deadlines and activities with clear descri iption.

gnature: | 7 e A

n




TRAMNING S [CTC-HREOPS-Recruitment-F-7 2--041-1F/SF/SK)
COHSUITIHG [Employee Probation Review- July_2024]

PART 2 ~Probation period Review (3 months) — This vart of this form may also be used to conduct 3-months
review with an empioyee whose probationary period is 3 months)

To be completed by the Line Manager in discussion with the empioyee

A,

(please tick; . Improvement |  Satisfactory ‘ Good ! Excellent
required i :
Quality and accuracy of work : v
Efficiency : e
Attendance ] ; 8
Time Keeping i y
| Work relationships (teamn work and i i -
i_interpersonal communication skilis} ! 7
Competency in the role v 7 L B
Have the objectives identified for the YES / NO If NO, please provide detzils
probationary period been met? i /S

X

Have the training / Orientation needs YES / NO |
identified for the probationary period I
been addressed? ; i

I recommend this probationary employee become permanent and continuous.

! The empioyee may provide any comments about their experience of the probationary process here. ;

If NO, please provide reasons below and summarise what action has been taken to address any difficulties, which
have arisen during the probationary period i

| Irecommend this probationary employee be dismissed before the end of the probationary ‘ YES /\I:;O
| period and will submit the appropriate forms. ’

If YES, please provide reasons and, where appropriate, specify any areas of improvemant required and how these will
be monitored.

Length of the extension (max 2 to 3

months): JERNNAN o N uikEngim Lv"‘&"*")

|

[

New Probation Pariod completion date: i , |
!

) i ANV %
Emplovee’s sianatura: /P )



