MODEL POLICY PACK – Personnel Form 7

PROBATIONARY REVIEW CHECKLIST


MODEL INTERIM / FINAL PROBATIONARY REVIEW CHECKLIST 

(This checklist can be used for both interim and final probationary reviews. The final review will state whether the recommendation is to confirm the new employee in post or to extend probation. The final review (and possibly the interim review as well) should incorporate a concluding interview with the Chief Officer who will be able to look over the line manager’s comments and recommendations in order to make a final recommendation. This meeting should also provide opportunity for the new employee to raise any issues that they feel unable to raise with the line manager, such as problems with the supervision relationship.)  
CONFIDENTIAL to employee, supervisor, director, Board of Trustees
REVIEW MEETING HELD ON:

EMPLOYEE:
SUPERVISOR:

1. Job description 

To what extent is the new employee meeting the requirements of the job 
description, including any specific responsibilities?
2. Admin

Are there any problems with administrative performance and efficiency?
3. Training/development

What training needs have been identified which would help to improve performance or to gain new skills? (See also Training & Development Record – PERS Model Personnel Form  No 11)

4. Relationships with others

Are there any concerns about workplace relationships between the new employee and:

· their team/peers?
· their line manager and/or other management personnel?

· their other workplace colleagues?

· the wider networks/community within which the new employee is working?
5. Policies and practices of the organisation
Has the new employee read, understood and accepted the policies and procedures of [your organisation], in particular the Equality and Diversity policy, the health and safety policy and the absence management policy?

Does the new employee have any concerns about any aspect of these policies?
6. Any other concern

Are there any other issues that either the supervisor or the new employee wishes to raise?
7. Outcome and recommendations

Recommendations for next steps, including targets to achieve, improvements to be addressed, extension of probationary period, confirmation in post.

8. Dates of next meetings (including meeting with Chief Officer)
Signed:                                                   (supervisor)

Date:

Additional comments from employee:

Signed:                                                 (employee)
Date:
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