
PROBATION REPORT FORM

SUPPORT STAFF ON GRADES 1-5
PLEASE COMPLETE THE FOLLOWING DETAILS AND RETURN THIS FORM TO THE HR SERVICES OFFICE.

	School/Service

	

	Employee Name


	

	Job Title


	

	Date of Appointment


	

	Timekeeping                                              Excellent  (        Good   (         Satisfactory   (      Unsatisfactory   (
Attendance                                                Excellent  (        Good   (         Satisfactory   (      Unsatisfactory   (
Job knowledge                                           Excellent  (        Good   (         Satisfactory   (      Unsatisfactory   (
Job performance                                        Excellent  (        Good   (         Satisfactory   (      Unsatisfactory   (
Teamworking (if appropriate)                                Excellent  (        Good   (         Satisfactory   (      Unsatisfactory   (


	If job knowledge or job performance is unsatisfactory, please give further details.  Please include details of any remedial action taken.



	Areas requiring further development/training



	Any further comments



	Recommendation 
I would RECOMMEND / NOT RECOMMEND (delete as appropriate) that this appointment be confirmed.



	Head of School/Service/Division (Signature) 


	Head of School/Service/Division (PRINT)

	Date:

	Probationer (Signature)


	Probationer (PRINT)
	Date:
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PROBATIONARY SCHEME FOR SUPPORT STAFF ON 
GRADE 1-5

The first three months of employment within the University shall be regarded as a probationary period for support staff within grades 1 to 5.  The appointment will be confirmed by HR Services only upon receipt of a satisfactory probation report from the Head of School/Service/Division .

(
The purpose of the probationary period is to check upon the progress of newly engaged members of staff.  This enables problems to be identified, and corrected if necessary, at an early stage.

(
The Head of School/Service/Division shall meet with the new member of staff at the commencement of employment to identify any development needs.

(
The Head of School/Service/Division shall meet with, and review the new member of staff’s progress continuously throughout the probationary period.  The first formal review of progress should not be left until the end of the probationary period.

(
If problems are identified, the Head of School/Service/Division shall consider how to provide support and guidance to overcome these, and discuss the problems with the new member of staff.

(
Serious performance problems shall be referred to HR Services at an early stage.

(
HR Services will write to the Head of School/Service/Division one month before the end of the probationary period as a reminder that the probationary report is due.

(
The Probationary report should be signed by both the Head of School/Service/Division and the member of staff.

(
Probationary periods will only be extended in exceptional circumstances, and with the prior agreement of the HR Services.  Extended probationary periods will only be granted with a structured framework for improvement.
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