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HR Department

Probation Assessment Form

Information on carrying out the probation process can be found in the Probationary Assessment Review Procedure.
	Personal details


pp
	Name:                                                                                          Department/Faculty:                                                         

Job Title:                                                                                     Probation Period:        


	Section 1: Probation Objectives Line manager and employee to discuss and complete SMART objectives 


	
	

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


	Section 2:  Training and Development What support, training or development is needed for the probation period?  

	Development required                                                                          
	By when and measure of success



	Essential courses:

· Complete E-Learning ‘Diversity in the Workplace’ Module
· Attend University Induction course

· Attend University Health & Safety Induction Course

· Complete E-Learning DSE course and assessment
	

	
	

	
	


	Signed by: 
	
	

	Line Manager Name:

	Signature
	Date

	Employee:
	Signature
	Date


Use

	Section 3 Assessment of Probation Performance  Use this section to review performance at the end of the probation period.  Performance should be reviewed regularly during probation. And this section can be used to document these reviews, with the line manager adding additional copies of this section of the form for assessments made later on in the probation period.  The line manager should complete this after discussion with employee 

	Date of Review:


	Objective
	Assessment

	
	

	
	

	
	

	
	

	
	







j

	Overall Performance 

	2Satisfactory progress to date (if mid probation review) :   

	YES   (  NO   (
If no, please detail next steps



	Has the probation period been successfully completed?
	YES   (  NO   (

	If no, is the probation period to be extended?
	YES   (  NO   (  (If yes, give new end date: ……………..)




	Signed by: 
	
	

	Line Manager Name:

	Signature
	Date

	Employee:
	Signature
	Date


On successful completion of probation, please return a signed copy of this form to HR for a confirmation to post letter to be issued.  The Line Manager should continue to meet with the employee to identify future objectives and development needs and the university appraisal paperwork should be used to support this process. Please refer to appraisal guidance on the HR website.

Where probation is to be extended or not confirmed, please discuss with HR so that this can be appropriately actioned.  This should be before the natural end of probation.  Non-reporting by line managers at the end of the probation period will result in the assumption that an employee’s probation period is successful.
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