
Probationary Review Form
	Employee name
	

	Position
	

	Commencement date
	

	Managers name and position
	


Instructions
This form will be completed prior to the employees 6-month anniversary.
The purpose of a probationary performance review is to assess an employee’s performance within the first 5 months of a new position.
This evaluation provides feedback on current performance and identifies areas where improvement is needed before the end of the probationary period.
At the end of the probationary period the employee will be advised whether their employment is confirmed.
	Key Performance Area
	Not Achieved
	Achieved
	Comments

	Relationship skills
· Willingness to assist and carry out requests
· Effectively communicates with other staff and managers
· Treats others with respect
· Actively listens and 
seeks to understand the  
perspective of others
	[bookmark: Check1]|_|













	[bookmark: Check2]|_|
	[bookmark: Text1]Efs      


	Attendance
· Reliable in attendance 
· Punctual

	[bookmark: Check3]|_|
	[bookmark: Check4]|_|
	[bookmark: Text2]         

	Adaptability 
· Ability to cope with changing and demanding situations
· Looks for opportunities to improve work
· Willingness to learn
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|
	[bookmark: Text3]       

	Job Performance
· Meets the requirements 
of the position description
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|
	[bookmark: Text4]     

	Values
· Behaviour and approach to work reflects the company values
	[bookmark: Check9]|_|
	[bookmark: Check10]|_|
	[bookmark: Text5]     



Managers Comments
[bookmark: Text6]     

Employees Comments
     

	Managers signature
	

	Employees signature
	

	Date 
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