TRAINING &
CONSULTING

[CTC-HR&OPS-Recruitment-F-7.2-c-041-1F/SE/SK]
[Employee Probation Review-February_2024]

EMPLOYEE PROBATION REVIEW FORM

PLEASE NOTE:

At least two weeks before the conclusion of the probation or trial period, the supervisor should complete

O ==

this form and meet with the employee to review the employee’s performance. The supervisor should
provide the employee with a copy of the form, if the employee requests one. The completed form,
including Recommendations and Signatures, should then be sent to the Human Resources (HR)
Department. If the recommendation is for other than successful completion of the probation or trial
period, the supervisor should contact the HR Consultant well in advance of the end of the review period.

Probation Record

Employee name:

Seummer  Ma rq¢) L

Job Title: Account b Adan (N 57\%72 2d
Grade: 0 [ ~"
Departmént/Project: AQ[W{\M Q A{@\m{t&@& CAe

Position Start Date:

6-1->3

Line Managery’jt(’?g)fy t//lgcﬁ' -

2abid ond  Peahar

Date Due Please tick when com pleted

Initial Meeting

3-month review: . /

6-month review:

PART 1: Initial meeting

This section should be completed by the line manager within a month of the employee commencing their

employment.

SECTION A: Objectives

timescales for achievement.

The line manager should identify specific objectives for the employee (for 3 months, as appropriate) These will be
statements of what should be achieved during the probationary period, including indicators of success and
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SECTION B: Development Plan

To support the employee in achieving these objectives, the line manager should identify employee needs related
to his/her daily tasks and specify how and when these needs will be addressed during the probationary period.

Employee’s Signature:
Manager’s Signature: AN =
Date: e .
ate " 299071
\ .
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PART 2 —Probation period Review (3 months) — This part of this form may also be used to conduct 3-months
review with an employee whose probationary period is 3 months)

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

loyee

(please tick) Improvement
required

Satisfactory

Good

Excellent

Quality and accuracy of work

Efficiency

Attendance

Time Keeping

Work relationships (team work and
interpersonal communication skills)

Aot
/

Competency in the role

-

Have the objectives identified for the YES / NO

If NO, please provide details

probationary period been met?

Sfes

YES / NO

‘%])'

Have the training / Orientation needs
identified for the probationary period
been addressed?

I recommend this probationary employee become permanent and continuous.

YES / NO

ey

The employee may provide any comments about their experience of the probationary process here.

t

If NO, please provide reasons below and summarise what ac
have arisen during the probationary period

tion has been taken to address any difficulties, which

I recommend this probationary employee be dismissed before the end of the probationary

period and will submit the appropriate forms.

YES /NO

No-

If YES, please provide reasons and, where appropriate, specify any areas of improvement required and how these will

be monitored.

Length of the exte nsion (max 2 to 3
months):

New Probation Period completion date:

Employee’s signature:

Manager’s signature:

Date:




TRAIRING & [CTC-HR&OPS-Recruitment-F-7.2-c-041-1F/SF/SK]
CONSULTING [Employee Probation Review-February_2024]

EMPLOYEE PROBATION REVIEW FORM

PLEASE NOTE:

At least two weeks before the conclusion of the probation or trial period, the supervisor should complete
this form and meet with the employee to review the employee’s performance. The supervisor should
provide the employee with a copy of the form, if the employee requests one. The completed form,
including Recommendations and Signatures, should then be sent to the Human Resources (HR)
Department. If the recommendation is for other than successful completion of the probation or trial
period, the supervisor should contact the HR Consultant well in advance of the end of the review period.

Probation Record

Employee name: LS Ummey Maxseuc
Job Title: ﬂa(“—u'r}h /“/b( Ad'y)”/)/\ (ﬂ—(k{c@)ﬁ
Grade: C'Z) v

Vs p J
Department/Project: @ Ad i A’CCCU\V\ fg
Position Start Date: é ) 2@2%
Line Manager/(( peryvisay : 2eid_amal  Acghar

! Date Due ‘Please tick when com pleted

Initial Meeting
3-month review: SN IR
6-month review:

PART 1: Initial meeting

This section should be completed by the line manager within a month of the employee commencing their
employment.

SECTION A: Objectives

The line manager should identify specific objectives for the employee (for 3 months, as appropriate) These will be
statements of what should be achieved during the probationary period, including indicators of success and
timescales for achievement.
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SECTION B: Development Plan V20
V-/zl 2

To support the employee in achieving these objectives, the line manager should identify employee needs related
to his/her daily tasks and specify how and when these needs will be addressed during the probationary period.
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Employee’s Signature: e =
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Date: 14— fod ot .
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[CTC-HR&OPS-Recruitment-F-7.2-c-041I F/SF/SK]
[Employee Probation Review-February_2024]

PART 2 —Probation period Review (3 mo nths) — This part of this form may also be used to conduct 3-months

review with an employee whose probationary period is 3 months)

To be completed by the Line Manager in discussion with the em ployee
(please tick) Improvement Satisfactory Good Excellent j
required
Quality and accuracy of work A
Efficiency L~
Attendance { ;
Time Keeping vl
Work relationships (team work and \
interpersonal communication skills)
Competency in the role N7~
Have the objectives identified for the YES /NO If NO, please provide details
probationary period been met?
Vel
Have the training / Orientation needs YES /NO
identified for the probationary period
been addressed? /\/\D
I recommend this probationary employee become permanent and continuous. YES /NO

Yy

The employee may provide any comments about their experience of the probationary process here.

If NO, please provide reasons below and summarise w

have arisen during the probationary period

hat action has been taken to address any difficulties, which

I recommend this probationary emplo
period and will submit the appropriat

yee be dismissed before the end of the probationary
e forms.

YES /NO

No

If YES, please provide reasons and, where appropriate,

be monitored.

specify any areas of improvement required and how these will

Length of the exte nsion (max 2 to 3

months):

New Probation Period completion date:

Employee’s signature:

Manager’s signature:

Date:

(424




[CTC-HR&OPS-Recuritiment-7.2-c-063-1F/SF/SK]
[Interview Assessment Sheet- October_ 2023]

TRAINING &

GONSULEING
CH!T Training & Consulting (Pvt) Ltd
ITERVIEW ASSESSMENT SHEET
Candidate's \S/ % A
. 7 4 ;
Name b 7/)7’)-’7)7{7/{/ /{ 'l %54‘
Position C L 1
AK L_\,\, \l \’5 ,‘) H\\\V.vv\v\ k\\\‘\\ (\"\- \\LL,\\}__
Date of W
Interview
Areas of Guiding Points Marking Criteria Max Marks Remarks, if
Assessment Marks* | Awarded | any
Personality Appearance, Dressing Interviewer should assess whether 2
s/he properly dressed up for the
interview=2, Not=0
Conduct during | General Satisfactory=3, Normal=1, Poor=0 3
interview conduct/Communication
with coordinators and penal
members
Qualification Relevant qualification as per | Relevant Qualification=5, Not 5
TORs or Master level Relevant= 2
qualification however not
relevant
Experience Relevant Experience as per One mark per year for relevant 5
TORs and general exparience | experience while for general
experience not relevant to the
position total marks will be max.2
Job Competence assessment Ask 5 scenario-based questions 10
Competence through scenario-based relevant to the position, (2 marks
Assessment questions taken from ToRs each * 5 questions)
Job Knowledge | Knowledge of the position Ask three questions on the job 6
and ToRs s/he has applied for | position and ToRs (2 marks each*3
fuestions)
Computer Competence assessment Ask 3 scenario-based questions 6
Proficiency through scenario-based relevant to the position, (2 marks
questions taken from ToRs each * 3 questions)
Personal Competencies (Integrity, As per Panel members judgment 5
Attributes ambition, initiative, lezrning
aptitude)
Communication | Effectively expreszing and Ask questions on strength and 8
Skills conveying Ideas in response weeknesses & mark accordingly
to questions
Total Score . 50
Overall VD p o/ _[ P i 1
. . Mot ) LLe o2 7 /
Con fice i
Remarks (/6& t; ¢ i C\ ) 1 C\j rCQ{ ul,\,{e
i)
i
Wt under< fee 4ch£
Interviewer's , I\}L{ [/
Signature A < f g
/} ae g - /
Interviewer's ( v
Name

offr 70077
afler /”mbcn/1 e




[CTC-HR&OPS-Recuritment-7.2-¢-063-1F/SF/SK]

‘mAIHING& [Interview Assessment Sheet— October_ 2023)

SONSULTING U N e % An
CHIP Training & Consulting (Pvt) Ltd
INTERVIEW ASSESSMENT SHEET
Candidate's ; . L//// &7 g s 4
Name \_S/zV)ﬂme/ﬁx Mdé (LS 07{ -3
Position A ] 7 T
‘Uir% X b\,ﬁ-/l{?)(«_ - Q,'C}LU{}‘{ UL k. 4 /
Date of Aoy |7 P@{va %;( d\ o - |l g
nterview
Areas of Guiding Points Marking Criteria Max Marks Remarks, if
Assessment Marks* Awarded | any
Personality Appearance, Dressing Interviewer should assess whether 2
s/he properly dressed up for the
interview=2, Not=0
Conduct during | General Satisfactory=3, Normal=1, Poor=0 3
Interview conduct/Communication
with coordinators and penal
members
Qualification Relevant qualification as per | Relevant Qualification=5, Not 5 [g CGNA
TORs or Master level Relevant=2 3
qualification however not
relevant
Experience Relevant Experience as per One mark per year for relevant 5
TORs and general experience | experience while for general
experience not relevant to the
position total marks will be max.2
Job Competence assessment Ask 5 scenario-based questions 10
Competence through scenario-based relevant to the position, (2 marks
Assessment questions taken from ToRs each * 5 questions) "
Job Knowledge | Knowledge of the position Ask three questions on the job 6
and ToRs s/he has applied for | position and ToRs (2 marks each*3
questions) ’
Computer Competence assessment Ask 3 scenario-based questions 6
Proficiency through scenario-based relevant to the position, (2 marks
questions taken from ToRs each * 3 questions)
Personal Competencies (Integrity, As per Panel members judgment 5
Attributes ambition, initiative, learning
aptitude)
Communication | Effectively expressing and Ask questions on strength and 8
Skills conveying ldeas in response weaknesses & mark accordingly
to questions
Total Score 50
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