
A copy of each Probation Assessment form must be forwarded to the People Management and Performance upon completion. These will be retained on the employee’s personnel file.
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	PROBATION ASSESSMENT

ONE MONTH



	Employee Name:
	
	Designation:
	

	Department:
	
	Location:
	

	Start Date:
	
	Assessment Date:
	

	Name & Designation of Line Manager:
	

	
	

	Reference documents: 

Job Profile

Induction checklist

Attendance Record

	Satisfactory
	Unsatisfactory
	N/A

	Attendance
	
	
	
	
	
	
	
	
	

	Timekeeping
	
	
	
	
	
	
	
	
	

	Relationships with colleagues
	
	
	
	
	
	
	
	
	

	Relationships with clients
	
	
	
	
	
	
	
	
	

	Health and Safety issues
	
	
	
	
	
	
	
	
	

	Understanding of job
	
	
	
	
	
	
	
	
	

	Performance of Job:
	
	
	
	
	
	
	
	
	

	Progress against agreed objectives
	
	
	
	
	
	
	
	
	

	

	Assessor’s comments on progress since start:



	Action Required:



	Action Plan to next assessment:




	Employee’s comments (A copy should be given to the employee)



	Date of next assessment:
	
	

	SIGNED (Assessor):
	
	DATE:
	

	SIGNED (Employee):
	
	DATE:
	

	
	
	
	


A copy of each Probation Assessment form must be forwarded to the People Management and Performance upon completion. These will be retained on the employee’s personnel file.
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	PROBATION ASSESSMENT

THREE MONTHS


	Employee Name:
	
	Designation:
	

	Department:
	
	Location:
	

	Start Date:
	
	Assessment Date:
	

	Name & Designation of Line Manager:
	

	
	

	Reference documents: 

Job Profile

Induction checklist

Attendance Record

	Satisfactory
	Unsatisfactory
	N/A

	Attendance
	
	
	
	
	
	
	
	
	

	Timekeeping
	
	
	
	
	
	
	
	
	

	Relationships with colleagues
	
	
	
	
	
	
	
	
	

	Relationships with clients
	
	
	
	
	
	
	
	
	

	Health and Safety issues
	
	
	
	
	
	
	
	
	

	Understanding of job
	
	
	
	
	
	
	
	
	

	Performance of Job:
	
	
	
	
	
	
	
	
	

	Progress against agreed objectives
	
	
	
	
	
	
	
	
	

	

	Assessor’s comments on progress since start:



	Action Required:



	Action Plan to next assessment:



	Employee’s comments (A copy should be given to the employee)



	Date of next assessment:
	
	

	SIGNED (Assessor):
	
	DATE:
	

	SIGNED (Employee):
	
	DATE:
	

	
	
	
	


A copy of each Probation Assessment form must be forwarded to the People Management and Performance upon completion. These will be retained on the employee’s personnel file.
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	PROBATION ASSESSMENT

FIVE MONTHS


	Employee Name:
	
	Designation:
	

	Department:
	
	Location:
	

	Start Date:
	
	Assessment Date:
	

	Name & Designation of Line Manager:
	

	
	

	Reference documents: 

Job Profile

Induction checklist

Attendance Record

	Satisfactory
	Unsatisfactory
	N/A

	Attendance
	
	
	
	
	
	
	
	
	

	Timekeeping
	
	
	
	
	
	
	
	
	

	Relationships with colleagues
	
	
	
	
	
	
	
	
	

	Relationships with clients
	
	
	
	
	
	
	
	
	

	Health and Safety issues
	
	
	
	
	
	
	
	
	

	Understanding of job
	
	
	
	
	
	
	
	
	

	Performance of Job:
	
	
	
	
	
	
	
	
	

	Progress against agreed objectives
	
	
	
	
	
	
	
	
	

	

	Assessor’s comments on progress since start:



	Action Required:



	Action Plan to next assessment:



	Employee’s comments (A copy should be given to the employee)



	Date of next assessment:
	
	

	SIGNED (Assessor):
	
	DATE:
	

	SIGNED (Employee):
	
	DATE:
	

	
	
	
	


A copy of each Probation Assessment form must be forwarded to the People Management and Performance upon completion. These will be retained on the employee’s personnel file.
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	PROBATION ASSESSMENT

NINE MONTHS


	Employee Name:
	
	Designation:
	

	Department:
	
	Location:
	

	Start Date:
	
	Assessment Date:
	

	Name & Designation of Line Manager:
	

	
	

	Reference documents: 

Job Profile

Induction checklist

Attendance Record

	Satisfactory
	Unsatisfactory
	N/A

	Attendance
	
	
	
	
	
	
	
	
	

	Timekeeping
	
	
	
	
	
	
	
	
	

	Relationships with colleagues
	
	
	
	
	
	
	
	
	

	Relationships with clients
	
	
	
	
	
	
	
	
	

	Health and Safety issues
	
	
	
	
	
	
	
	
	

	Understanding of job
	
	
	
	
	
	
	
	
	

	Performance of Job:
	
	
	
	
	
	
	
	
	

	Progress against agreed objectives
	
	
	
	
	
	
	
	
	

	

	Assessor’s comments on progress since start:



	Action Required:



	Action Plan to next assessment:



	Employee’s comments (A copy should be given to the employee)



	Date of next assessment:
	
	

	SIGNED (Assessor):
	
	DATE:
	

	SIGNED (Employee):
	
	DATE:
	

	
	
	
	


A copy of each Probation Assessment form must be forwarded to the People Management and Performance upon completion. These will be retained on the employee’s personnel file.
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	PROBATION ASSESSMENT

ELEVEN MONTHS


	Employee Name:
	
	Designation:
	

	Department:
	
	Location:
	

	Start Date:
	
	Assessment Date:
	

	Name & Designation of Line Manager:
	

	
	

	Reference documents: 

Job Profile

Induction checklist

Attendance Record

	Satisfactory
	Unsatisfactory
	N/A

	Attendance
	
	
	
	
	
	
	
	
	

	Timekeeping
	
	
	
	
	
	
	
	
	

	Relationships with colleagues
	
	
	
	
	
	
	
	
	

	Relationships with clients
	
	
	
	
	
	
	
	
	

	Health and Safety issues
	
	
	
	
	
	
	
	
	

	Understanding of job
	
	
	
	
	
	
	
	
	

	Performance of Job:
	
	
	
	
	
	
	
	
	

	Progress against agreed objectives
	
	
	
	
	
	
	
	
	

	

	Assessor’s comments on progress since start:



	Action Required:



	Action Plan to next assessment:



	Employee’s comments (A copy should be given to the employee)



	Date of next assessment:
	
	

	SIGNED (Assessor):
	
	DATE:
	

	SIGNED (Employee):
	
	DATE:
	

	
	
	
	


A copy of each Probation Assessment form must be forwarded to the People Management and Performance upon completion. These will be retained on the employee’s personnel file.
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	PROBATION ASSESSMENT

PERIOD OF EXTENSION


	Employee Name:
	
	Designation:
	

	Department:
	
	Location:
	

	Start Date:
	
	Assessment Date:
	

	Name & Designation of Line Manager:
	

	
	

	Reference documents: 

Job Profile

Induction checklist

Attendance Record

	Satisfactory
	Unsatisfactory
	N/A

	Attendance
	
	
	
	
	
	
	
	
	

	Timekeeping
	
	
	
	
	
	
	
	
	

	Relationships with colleagues
	
	
	
	
	
	
	
	
	

	Relationships with clients
	
	
	
	
	
	
	
	
	

	Health and Safety issues
	
	
	
	
	
	
	
	
	

	Understanding of job
	
	
	
	
	
	
	
	
	

	Performance of Job:
	
	
	
	
	
	
	
	
	

	Progress against agreed objectives
	
	
	
	
	
	
	
	
	

	

	Assessor’s comments on progress since start:



	Action Required:



	Action Plan to next assessment:



	Employee’s comments (A copy should be given to the employee)



	Date of next assessment:
	
	

	SIGNED (Assessor):
	
	DATE:
	

	SIGNED (Employee):
	
	DATE:
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