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3 Month Probationary Review
Review Details
Employee Name:
Job Title:

Supervisor:
Review Date:
Section 1 | Probationary Review Key Objectives
Discuss and list key objectives, providing measurable activities with metrics and tangible outcomes where possible:

	
	Key Objectives 
	Activity & Agreed Outcomes
	Timeframe

	1
	
	
	

	2
	
	
	

	3
	
	
	



Section 2 | Performance Feedback

	
	
	Under-Performing
	On-Track
	Over Performing

	KPI
	Description & Comments
	Requires Development / Performance Management
	Develop for 
Career Progression
	Exceeds Role Requirements

	Technical Knowledge (1)

……………………



	Performs job competently and to a high standard.

Comments:


	☐
	☐
	☐

	Technical Knowledge (2)

……………………


	Performs job competently and to a high standard.

Comments:


	☐
	☐
	☐

	Technical Knowledge (3)

……………………
	Performs job competently and to a high standard.

Comments:


	☐
	☐
	☐


	
	
	Under-Performing
	On-Track
	Over
 Performing

	KPI
	Description & Comments
	Requires Development / Performance Management
	Develop for 
Career Progression
	Exceeds Role Requirements

	Practical Skills (1)
……………………
	Proficient skills to carry out required tasks.

Comments:


	☐
	☐
	☐

	Practical Skills (2)
……………………
	Proficient skills to carry out required tasks.

Comments:


	☐
	☐
	☐

	Practical Skills (3)
……………………
	Proficient skills to carry out required tasks.

Comments:


	☐
	☐
	☐

	Company Values
	Behaviour aligned to our Company Values:

Comments:


	☐
	☐
	☐

	Delivers Results 
	Driven to succeed, sets high quality standards and goals.

Comments:


	☐
	☐
	☐

	Attendance and Punctuality
	Consistent attendance, punctual and regularly meets deadlines.

Comments:


	☐
	☐
	☐


	
	
	Under-Performing
	On-Track
	Over
 Performing

	KPI
	Description & Comments
	Requires Development / Performance Management
	Develop for 
Career Progression
	Exceeds Role Requirements

	Initiative 
	Willingness to undertake and actively seek responsibility.

Comments:


	☐
	☐
	☐

	Attitude 
	Demonstrates enthusiasm and a positive attitude towards work.

Comments:
	☐
	☐
	☐

	Quality & Accuracy
	Is thorough, detailed and accurate.

Comments:


	☐
	☐
	☐

	Self-Management
	Skilled at planning, organising and prioritising workload, with ability to operate independently.  

Comments:


	☐
	☐
	☐

	Teamwork
	Ability to work cooperatively, both under supervision and as part of a team.

Comments:


	☐
	☐
	☐

	Productivity
	Works productively and meets set goals.

Comments:


	☐
	☐
	☐


	General feedback on overall performance:




Section 3 | Development Plan
Agreed Development Actions:  Discuss and list key areas of development and the agreed course of action:

	Development Plan
	Action i.e., training course, on the job training etc.
	Timeframe

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Career Progression

Future Goals: Discuss and list future goals or positions that the employee aspires to achieve.

	1. 

	2. 

	3. 


Section 4 | Sign Off
I acknowledge that the information contained in this document is a fair reflection of our discussion.

	
	
	

	Signed Employee: 
Date: …………………………………
	
	Signed Manager:
Date: …………………………………




Recommended Probationary Process for Managers

· During the new employees first week, set clear goals and objectives (reference the employees position description, specifically their Key Performance Indicators -KPI’s).

· Maintain regular, informal catch up’s during the first 3 months. Promote open discussion and feedback regarding the employee's performance, challenges, and accomplishments.

It is recommended you meet with them at least once a month, during the Probationary Period.  

· At the end of the 2nd month, share the Probationary Review template with the employee. Ask them to consider their performance, achievements, and challenges, making notes for the formal Probationary Review process.

· Important: Ensure that you book the Probationary Review Meeting so that it falls within 3 months of the employees start date. If a weekend or other public holiday means the Review will fall outside of the 3 months, bring the Review date forward so that it can be held within 3 months of the employees start date.  

· Preparation for Review. Be prepared and do not reschedule the meeting. Commitment to the employees Probationary Review highlights the value of their contribution and your recognition of their effort. 2 weeks before the Probationary Review, evaluate the employee’s performance. Run through the Probationary Review Template criteria considering;

· Have they met their objectives and goals? 

· Use facts, metrics and specific instances to qualify each of the criteria where possible. Help the employee identify on-the-job tasks and instances to clarify their shortfalls and achievements.

· Use clear language when providing feedback.

· Recognise a job well done when you identify achievements.

· Talk to the employees’ colleagues and the other stakeholders they’ve worked with closely to gain a rounded view of their performance, challenges and achievements.

· At the end of the review, ask the employee to read the Probationary Review information. Allow them to have up to 1-week to add their comments and talk to you before completing if required.


· As the Manager, you will then be in a position to add your rating and comments. 

At this point, you must decide if;

· The employee performed and will pass their probationary period.
· Failed to perform satisfactorily, in which case you may extend their probationary period by a further 1 month.

· Failed to perform adequately, in which case you may choose to terminate their contract.

Once you have made your decision and completed the Probationary Review process, please submit to HR and highlight your decision to HR?
For employees who pass the Probationary Process, please ensure their annual Performance Review is booked in your calendar, with a reminder at 6 months and 1 month prior to the 12-month review.

Ensure the employees Development Plan and Career Progression Plan (last page of the Probationary Review) is complete, detailing tangible goals and milestones to help quantify that the employee is on track and able to achieve their objectives. It is important to assess their progress, provide advice and feedback to maintain their development. This must be an ongoing process with both informal and formal meetings.

Recommended: Meet once a month to discuss tasks, goals and objectives. Provide open feedback and encourage the employee to expand on their performance, achievements and challenges.

