[image: image1.jpg]



Probation period - Management Review 

	NAME



	TITLE

	DATE IN JOB

	

	REPORTING TO: 
	MANAGER TITLE

	REVIEW PERIOD

From: 
	
To:  




Performance Summary

	OBJECTIVES
	RESULTS

	· Is your induction into the organisation / new role complete? If not, what still needs to be covered?
· How well does your activity reflect your job description?
· What still needs to be learnt to ensure a full understanding of the organization and role?

· What have been the successes so far?

· What are the key priorities for the next 3 months (first meeting) / six to twelve months (final probation meeting)
· What do you want your manager to:

· Stop doing?(gets in the way)

· Continue doing? (helps)

· Start doing? (would help)

· Is there any additional support required?


	· 


Employee Comments


	As preparation for the review, the employee can use this section to make additional comments.  Feel free to use additional pages, if desired. What’s going well? What’s not going so well? How are working hours / routines and relationships being managed so far?

	


Managers Comments


	As preparation for the review, please use this section to make additional comments.  Feel free to use additional pages, if desired. How are working hours / routines and relationships being managed so far?

	


Personal Development

Identify the most significant job-related strengths and areas for improvement, what training is required? 

	STRENGTHS
	AREAS FOR IMPROVEMENT

	
	


Objective Planning 
· Indicate the key areas for focus over the next 3 months (first meeting) / six to twelve months (final probation meeting)
	Task
	Objectives

	
	


Signatures

	EMPLOYEE:
	
	DATE:

	MANAGER:
	
	DATE:
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