APPENDIX 2
Probationary Assessment Form
Completion of this probationary assessment form should be done when the employee has completed 10 weeks and 20 weeks or his/her probationary period. Completion of this form should be done in conjunction with the section entitled Guide to Probationary Service -  Support Staff in the People Management Handbook for Schools (PMH4S) and the Job Description/Person Specification for the probationer’s post.  The assessment should be discussed with the employee and any areas of concern addressed, e.g. training needs, any additional support needed etc at the earliest opportunity.

	Name: (employee)


	Post Title:

	Date of appointment: 


	Date Assessment Due:

	Date of Assessment: 


	

	10 weeks assessment □                                20 weeks assessment □


Following the 10 and 20 week assessment, the completed form, including any agreed action plan/recommendations should be retained in the individual’s personal file. 

If there are concerns about the probationary employee, you should discuss these with the school’s HR advisor at the earliest opportunity.

PROBATIONARY ASSESSMENT SUMMARY

	
	Fully Meets
	Satisfactory
	Does not meet

	1. Quality of work completed with established standards
	
	
	

	2. Quantity of work produced compared with established standards
	
	
	

	3. Amount of supervision required against what would normally be required at this stage in post.(may need to define to employee what constitutes normal)
	
	
	

	4. Range of work undertaken compared with the duties in the job description
	
	
	

	5. Time keeping
	
	
	

	6. Attendance (inc. Sickness Absence)
	
	
	

	7. Attitude to work/customers
	
	
	

	8. Attitude to colleagues / Team working 
	
	
	


Detailed comments, and any agreed support, must be completed on pages 2 and 3.

1. Quality of work

2. Quantity of work

3. Amount of supervision and reasons for high and/or low levels of supervision?

4. Range of work

5. Time Keeping

6. Attendance (inc. Sickness Absence)

No. of Days Sickness Absence………………………………. No. of Occasions…………………….

7. Attitude to work/customers

8. Attitude to colleagues / Team working

Other Comments

When reviewing the probationary employee’s attitude and conduct, full regard must be made of the School’s core values, to uphold the Equality and Diversity Policy, high standards of customer care, and the need to ensure health and safety standards are met. If there are any shortfalls within any of these areas, it must be brought to the employee’s attention and expectations confirmed and agreed. 

Have any conduct issues been identified?
Yes / No

If yes please state:

What action has been recommended / taken?

Any comments that the probationary employee wishes to add;

Please complete recommendation below following 10 and 20 week assessment.

Continuation of employment on completion of a full probationary period is:

Recommended
□



Not Recommended*
□

(At 20 weeks assessment only)

**An extended probationary period of [    ] weeks is recommended

□
* If at the 20 weeks assessment stage (or following an extended probationary period) the probationary employee is not meeting expected standards then a meeting must be convened to decide whether the probationary employee should be dismissed. Please contact HR to discuss in more detail.

** Before agreeing any extensions to probationary period, you must seek advice from HR.

Head teacher’s/Manager’s signature:………………………………………

Date: …………………………………..
Employee’s signature:…………………………………….
Date:……………………………
