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EMPLOYEE PROBATION REVIEW FORWY

PLEASE NOTE:

AT lzast wio weeks befere the conciusion of the probation or trial period, upervisor should compiate
this form and meet with the emp!oyeo © review the employ ee's perior The supervisor sllouid
orovide the employee with a copy of the form, if the empl oyee requests one. The completed form.
including Recommendations znd bgnaruas shouid then be sent ic the Human Resources {HR}
Dc:nr‘trf‘en'. If the recommendation is for cther than successiul completion o:‘ the probation or irial

or i
period. the supervisor should contact the HR Consultant well in advance of the end of the raview period.

Probation Record

| Employee name: Haris Najeem

‘ Job Title: Field Facilitator

v 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 mesting

This sectior shouid be complere by i
employment.

SECTION A: Objectives

- Theline maﬂ‘ger snould identiiy specific objectives for the employes {for 3 montns, nese will be
. statements of what should be achieved during the Drabeiionary enod includin i

. timescales or achievement.

: Maintaining 100% weekly attendance.
. Filling of staff documents.
- Distribution of cards & Contracis
Locality Verification.
Respond to stzff queries.
- Communication.
Any other 1ask assigned.

SECTION &: Development Plan

To support the employze in achieving the se objeciives, the line manager should ideniify am ioyes needs related
: to histher daily tasks and specify how and when thass needs will be addressad during the iod
< 2

Provided him with & thorcugh orieniation re gafdl'l’l the oroject’s requirements
: zhout task deadlines and activities with nlaar dese

Employee’s Signature:

. Manager's Signature:
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COHSUITING [Employee Probation Review- July_2024]

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

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

identified for the probationary period : —
| been addressed? ;

(piease tick} Improvement | Satisfactory | Good ' Excellent o
required i

Quality and accuracy of work v

Efficiency v

Attendance ; W i |

Time Keeping g
| Work relationships (team work and : i e !
i_interpersonai communication skilis} i 7

Competency in the role P ’ - P

Have the objectives identified for the YES / NO If NC, please provide detzils

probationary perios been met? . /,/

Have the training / Orientation needs | YES /NO !

I recommend this probationary empioyée become permanent and continuous. : LY,ESI NO

I 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 o address any difficulties, which
have arisen during the probationary period

I recommend this probationary employee be dismissed before the end of the probationary i YES /‘f;{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): > e n SO U\Lh/\t,‘w (&KAH)
!
! ! |
| New Probation Pariod completion date: | |
! : Y IR
! 2 s ALY " Pl
Employee’s signature: (/4 s L )
B A
Manager’s signature: N

Date: | R Py




