LOGO 

PROBATION REVIEW

	Employee’s Name: 
	

	Date of Commencement:
	

	Probation end date:
	

	Probation Review Date:
	


Section 1 – Assessment

	
	Poor
	Satisfactory
	Good
	Excellent

	Quality of Work – Degree of excellence that characterises the employee’s performance and results, where appropriate.  How well the employee meets the requirements of the job e.g. follows instructions, completes tasks accurately, effectiveness, thoroughness, dependability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management of Work Output – Work output timely and reliably produced.  Ability to meed deadlines.  Effective use of time by setting priorities, achieving goals and turnaround time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Application and Drive – Diligence and enthusiasm, degree of interest, self-motivation, persistence and efforts to achieve objectives.  Amount of supervision required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Initiative – Identifies needs of professional and clients, seeks solutions to problems, identifies and offers appropriate assistance to others, acceptance of other work during quiet periods or in professionals’ absence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Relations with clients – Ability to build and enhance relationships with clients and other contacts outside the firm.  Tact and diplomacy skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Written expression – Preparation of general correspondence without direction, drafting of more complex correspondence with minimum direction, correct use of grammar
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Oral expression – Expresses self clearly and succinctly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Relations with other employees – Manner when/while interacting with people, degree of cooperation, tact, courtesy in working relationships
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ability to work as part of a team – Interacts with others in a professional manner, respects and works well with others, approachable and willing to assist others with general and complex enquiries
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attendance – Maintains office hours and does not abuse breaks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attire – Appropriately attired for the office environment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	General Behaviour – Does the employee’s behaviour conform to the general standard which could be reasonably expected of an employee of Hy Performance Fluid Power?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Overall Performance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:  ________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Section 2 – Corrective Action

(a) Have any weaknesses been drawn to his/her attention?  (If yes, specify dates and issue discussed)

___________________________________________________________________

___________________________________________________________________

(b) Follow up action required (e.g. Training, counselling, etc).

___________________________________________________________________

___________________________________________________________________

________________________________________________
_____________________


Manager/Supervisor’s signature
Date

Section 3 – Probationer’s Comments

I have read the above report concerning my conduct and work performance and wish to make the following comments:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

________________________________________________
_____________________


Probationer’s signature
Date

