Appendix 2

End of Probation Review Form

	Staff Members Name
	[bookmark: Text1]     

	Job Role
	[bookmark: Text2]     

	School/Central Team
	[bookmark: Text3]     

	Line Manager
	[bookmark: Text4]     

	Date of Review
	[bookmark: Text5]     



	
	Improvement Required
	Meets expectations
	Exceeds expectations
	Comments

	Attendance	and
Punctuality
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|
	[bookmark: Text6]     

	Pace of work
	[bookmark: Check4]|_|
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|
	[bookmark: Text7]     

	Quality of work
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|
	[bookmark: Check9]|_|
	[bookmark: Text8]     

	Conduct	and attitude
	[bookmark: Check10]|_|
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	[bookmark: Text9]     

	Teamwork	and
communication
	[bookmark: Check13]|_|
	[bookmark: Check14]|_|
	[bookmark: Check15]|_|
	[bookmark: Text10]     



	Progress against any objectives set

	[bookmark: Text11]     

	Any identified areas of concern

	[bookmark: Text12]     

	Is further training/support required

	[bookmark: Text13]     


Has the staff member successfully completed their probation period
· [bookmark: Check16][|_| ] Yes, don’t forget to do a payroll changes form if the staff member is to receive an increment
· [bookmark: Check17][|_| ] No, if no please supply further details below
· [bookmark: Check18][|_| ] Further review required (maximum 3 months), please give further details below

	Reason for not completing probation successfully

	

	Reason for extending probation (including the improvements required)

	

	How long is the probation period being extended for?

	What support is being put in place?

	Provide dates when progress will be reviewed?





