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NDS End Of Probation Review Form 
	Name:
	
	Job title:
	

	Reviewer:
	
	Date:
	

	Length of Probation:
	
	End Date:
	


Employee Details


Job Performance 
	Is the staff member able to perform all the duties on the Job Description? 
	YES  /  NO 

	If no, why not?
	

	Is further training required?
	YES  /  NO 

	Comments
	

	Does the staff member have sufficient resources/capacity to cover the duties?
	YES  /  NO

	Comments
	

	Is the staff member meeting the set objectives? 
	YES  /  NO

	Comments
	



Performance and Competencies  
	Examples:
· Quality of Work
· Quantity of Work
· Time Management
· Productivity
· Use of Initiative
· Customer Care Skills
· Communication
· Team Working
· Absence 
· Punctuality
· Conduct and Behaviour
	What are the staff member’s strengths? 

	
	

	
	Are there any issues? What could be strengthened? And how?
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Training Required 
	Course/Area
	Reason

	
	

	
	



Employee’s comments[bookmark: _GoBack]



Are there any other topics to discuss during the review meeting?









Guidance Notes
This form is to be used for end of probation discussions. Once this form has been returned to the HR Officer at the end of the initial probationary period, a letter will be issued either confirming the staff member in post or confirming the extension of the probationary period.  
You should be sure to retain a copy for your own reference. 
Purpose of Probation 
The purpose of the probationary period is to ensure that a new employee is able to gain a full understanding of the requirements of the post and to achieve a satisfactory level of performance, within a reasonable period of time, in the early part of their job role. It is also intended to help identify any training and support that is needed for the employee. 
Reviews during the probationary period will inform decisions on whether to confirm the appointment, extend the probationary period or, exceptionally, not confirm the appointment.
Objective Setting 
Following successful completion of the probationary period the staff member will be enrolled into NDS’s Personal Development Review (PDR) process, which is a continuation of the Objectives Setting Form completed during the probationary period. 
[image: ]Following completion of probation objective setting will continue, including work and personal objectives. All objectives set should be SMART: Specific, Measurable, Achievable, Relevant and Time-bound. 
Review outcome
	1	|_| Satisfactory progress has been made and the appointment should be confirmed  at the end
                    of the probationary period.           
On receipt of this form and after the probationary period has expired, the HR Team will write to the employee to confirm their appointment.

	2	|_|	Mostly satisfactory progress is being made but there are some areas of concern that remain. Please select a further option from below.
		|_|	Appointment should be confirmed
		|_|	Appointment should not be confirmed
Contact the NDS HR Team as soon as possible to discuss how to deal with any problems or concerns that have arisen. 
Please note that if no action is taken or action is not taken within the required timescales then, by default, the employee will be deemed to have successfully completed their probationary period.
If you wish to consider extending the probationary period this is an exceptional and formal process, which requires a formal interview to be held with the staff member prior to the expiry of the probationary period. Advice on this process must be sought from the NDS HR Team.

	3	|_| Unsatisfactory progress is being made
Contact the NDS HR Team as soon as possible.

	Comments:





	Signature of probation review manager: 

	Signature of employee:

	Please return to the NDS HR Team, either at Room 6600, Level 6, John Radcliffe Hospital, OX3 9DU or by email to recruitment@nds.ox.ac.uk
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