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Probationary Progress Review
)



	Section 1: Probationary Information
[bookmark: Text3]Projected Probationary End Date:           
[bookmark: Check1][bookmark: Check2][bookmark: Check4]|_| 3-month	 |_| 6-month	|_| 9-month      |_| Other
[bookmark: Check3]|_| 12-month (Probationary Period End)  |_| Extension   
[bookmark: Text15]Employee Name:       
[bookmark: Text16]PeopleSoft ID Number:       
	End of Probationary Period Only (Choose 1)
|_| Probationary period satisfactorily completed.
[bookmark: Text14]|_| Probationary period NOT satisfactorily completed. The probationary period has been extended to: (     ) in accordance with Policy #1322. (Complete Sections 2 & 3)
|_| Probationary period NOT satisfactorily completed. Employment has been terminated effective:  (     ) (Date) (Please attach PAR form and relevant documents.)

	Hire Date
[bookmark: Text6]     
	[bookmark: Text7]Employee’s position #
     
	[bookmark: Text8]Employee’s Working Title
     
	[bookmark: Text9]Employee’s Role Title
     

	Supervisor’s Name
[bookmark: Text10]     
	Supervisor’s Working Title
[bookmark: Text11]     
	Supervisor’s Position #
[bookmark: Text12]     

	Department
[bookmark: Text13]     
	


	Section 2: Comments on Overall Progress Indicate progress toward meeting Performance Plan.  Attachments may be added if necessary

	[bookmark: Text4]     

	

	

	

	

	Overall Results of Review (Do not check if probationary period has been extended)

	[bookmark: Check5]|_|  Contributor
	Performance shows consistent achievement toward meeting established performance expectations.

	|_|  Below Contributor (Must complete Section 3)
	Performance shows deficiencies that interfere with the attainment of performance expectations.

	Section 3: May be completed at any point. (Attachments may be added if necessary. Indicate # of attachments here:      )

	Goals/Objectives
	Action Steps

	[bookmark: Text5]1)       
	1)       

	2)       
	2)       

	3)       
	3)      

	Supervisor’s Signature


	Date



	Employee’s Signature


	Date



	Reviewer’s Signature
	Date


 (
 Original to HR      
 Copy to Department       
 Copy to Employee
)




Probationary Progress Review Fact Sheet
			

Purpose of the form:  
The ‘Probationary Progress Review’ form is used to establish guidelines to assess a probationary employee’s progress during the probation period.

When the form is prepared: 
A ‘Probationary Progress Review’ must be conducted at 3-, 6-, 9-, and usually at 12-months. If the probation period is being extended, the 12-month review will indicate the new ending date. The final review should be conducted 3 weeks prior to the actual ending date.

Who prepares the form: 
The immediate supervisor completes the ‘Probationary Progress Review’ and discusses the rating and any comments with the reviewer, usually the supervisor’s supervisor. Both should sign. Then the immediate supervisor should discuss the progress with the employee and obtain the employee’s signature. 

When extending the probation date for reasons of performance or extended leave usage, the employee must be notified in writing of the new ending date.

Retention:
The ‘Probationary Progress Review’ is an official document and must be retained in the employees’ official personnel file when completed. Send the original to Human Resources. Retain a copy of the signed document for departmental records. Provide a copy of the signed document to the employee. This signed document becomes the employee’s written notification of satisfactory completion of the probation period.

Whom to Contact:
For more information or clarification, contact an HR Service Center Representative at (540) 568-6165.
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