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NDS Mid-Probation Review Form
	Name:
	
	Job title:
	

	Reviewer:
	
	Date:
	

	Length of Probation:
	
	End Date:
	


Employee Details


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

	Comments 
	

	If no, is further training required?
	YES  /  NO 

	Comments
	

	Does the staff member have sufficient resources/capacity to cover the duties?
	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?

	
	





Working Practice 
	Are you having regular 1-2-1s?
	YES  /  NO

	Are there ways you could improve how you work together? 
	YES  /  NO

	Comments: 


  
	Have appropriate and manageable objectives been set? (Appendix A) 
	YES  /  NO 

	Comments
	

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

	If not, why not?
	


Objectives 

	Attended


	Course
	Dates
	Benefits

	
	
	

	
	
	

	Required


	Course/Area
	Do you need help finding a suitable course?

	
	YES  /  NO

	
	YES  /  NO


Training 

Has all NDS mandatory training been completed?
Please note appointment will not be confirmed unless these have been undertaken

Online ‘Bullying and Harassment’ training:     YES/NO 
NDS Fire Safety training:                                      YES/NO 
NDS Finance training:                                            YES/NO

Has the staff member completed their induction(s)?
Departmental induction				YES/NO
Site-specific induction				YES/NO
Has the staff member been given a site buddy?	YES/NO
Induction/buddy feedback	[bookmark: _GoBack]


Employee’s comments  





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



Review outcome
	1	|_| Satisfactory progress is being made
Continue to monitor performance and schedule an end of probation review meeting.

	2	|_| Mostly satisfactory progress is being made but there are some areas of concern
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 if action is not taken within the required timescales then, by default, the employee will be deemed to have successfully completed their probationary period. If concerns remained these would then have to be considered under the appropriate disciplinary procedure.

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

	Comments: 








	Signature of probation review manager: 

	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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