	First/Third/Sixth month review  (circle appropriate)


My Probationary Review
Name________________________________   Job Title________________________
Dept_________________________________  Start Date_______________________
Rating scale 1 = Excellent 2 =Good 3 = Satisfactory 4 = Below average 5 = Cause for concern
	LUU’s Essential Skills for all
	Rating 1-5
	Comments  (If 4-5 list actions required)

	Good attendance & timekeeping
	
	

	Ability to work as part of a team
& interact with others
	
	

	Commitment & enthusiasm towards role and following instructions
	
	

	Ability to deliver excellent customer service
	
	

	Essential skills for this role (taken from person spec)

	Example: Ability to follow procedures
	
	

	Example: Ability to work on own initiative 
	
	

	Example: Ability to use attention to detail/accuracy in my work
	
	

	Example: Strong product Knowledge
	
	

	
	
	

	
	
	

	First month review only:

[image: image1.jpg]Leeds University Union.



Has all Department training been completed?                                YES                        NO
If no, what action is required_______________________________________________________________  
Date completed the following induction sessions:  
People and Plans ________________      SPARKS_______________  Health & Safety_______________

	Employee feedback on training/induction:

	Manager comments:

 

	6 month review only: to be completed by Manager/Assistant Manager

Increase to higher rate of pay (£5.40 per hour)    YES                                      NO (submit to HR)                                                             
Signed________________________________   Print Name _______________________________________

	Signed by Manager completing review:                                          Print Name:                                     
	Date:                                                                                                   

	Employee comments on the review: 



	Signature (Employee):
	Date:


Preparation form your probationary review meeting
The below box contains 10 questions to think about to help you prepare for your probationary review meeting.

You do not need to bring this form with you or write anything down if you don’t want to.  It’s for your own use to simply help you feel prepared and to get the most out of your review.

	1. How do you feel things have been going in your first month/ since your last review?

2. How have you found the training you have completed so far?

3. Is there anything else you feel you would like more training on?

4. How do you think you are getting on with your team and your manager?

5. Can you think of an example since your last review when you delivered excellent customer service?

6. Can you think of an example since your last review when you showed good use of initiative?

7. What parts of your role do you really enjoy?

8. What parts of your role do you find challenging or think you need to improve on?

9. How would you describe your current level of product knowledge?

10.   In the meeting you’ll have your manager’s undivided attention!  Is there anything else you would like to ask, to get more involved in or that you are worried about? 


If you have any queries about your probationary review, please speak to your manager in the first instance.  As an alternative you can contact Georgina Wood, HR Officer in the HR and Admin department on the first floor, call ext 202 or email g.c.wood@leeds.ac.uk  
