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Probation Review (Final)

Section A

This section should be completed by the reviewee and sent to the reviewer at least one week prior to the review discussion. 


	Name of reviewee:  
	

	Job title:	
	

	Group/section:	
	

	Start date:
	

	Final probation review date:
	

	Date of this review:
	

	Name of reviewer:  
	

	Job title of reviewer:
	



Job description attached	




1. Which areas of your work do you feel have gone well since your mid-term review?  
	

















2. What difficulties, if any, have you encountered during this time?
Comment on whether these difficulties have been resolved or if they are ongoing, and on any additional action you plan to take or support that you may require.
	

















3.  What do you expect to achieve over the next six months?
	
















4. What are your short, medium and long-term career goals? 
	















5. Please use this box for any further comments:

	

























Section B

This section should be completed by the reviewer.

1. Describe the staff member’s progress against the requirements of the job description since the mid-probation review meeting (e.g. quality of work):



	










2. What specific objectives/aims should be met over the next 6 months?

Objectives and aims									Timeline	Priority
	












	
	



3. Describe any specifically agreed training requirements:













Section C
This section should be completed by the reviewee and the reviewer after the review discussion.

Summary of the discussion:
	

	















All staff are required to complete the following courses prior to confirmation in post:

Equality and diversity ………………………………. DATE
Unconscious bias ……………………………………DATE
Harassment and bullying ……………………………DATE




Useful links
Oxford Learning Institute (OLI) www.learning.ox.ac.uk
Support for Researchers: www.ox.ac.uk/research/support_for_researchers

                                                                              

                  



Signature (Reviewer)_________________________________        Date    _____________________


Signature (Reviewee)_________________________________       Date    _____________________


To be completed by Line manager prior to sending on to HR:

Please select as appropriate:

Mandatory training completed?			Yes/No
	
Confirm in post					Yes/No

Extend probation period     				Yes*/No   


[bookmark: _GoBack]*Please speak to Deputy Departmental Administrator or the Departmental Administrator




	To be completed by HR:

	Date
	Initials

	Completed form received by HR
	
	

	Original form on personnel file
	
	

	Confirmation in post letter issued
	
	

	Comments on any follow up action required (if applicable):
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