
Probation Period Review Form

	Employee Name
	Employee Job Title

	Giovanni Sofia  
	Supply Chain Coordinator 

	Reviewer Name
	Reviewer Job Title
	Review Date
	Review Number – 4, 8 or 12

	Oksana Tamane
	Supply Chain coordination manager 
	01/08/2022 
	12 weeks

	Review Matrix: E = Exceeds required standard; M = Meets required standard; I = Improvement required

	
	E
	M
	I
	Comments
	Action Plan & Completion Date

	Competence in Role using role competencies
	E
	
	
	Spot on


	 

	Communication
	E
	
	
	Spot on


	

	People Management 
(if applicable)
	
	
	
	n/a
	

	Professional & Emotional Maturity
	E
	
	
	Spot on


	

	Attendance & Timekeeping
	E
	
	
	Spot on, no unauthorised absences


	

	Training required (Line Manager to organise)
	Date(s) planned

	Export training
	

	Reviewer Signature:
Oksana Tamane
	Employee Signature:
Giovanni Sofia
	Date of next review (if being extended)


	- If there is a possibility that the individual may not pass their probation period, please contact the People Team prior to the review meeting -

	Action Required (at 12 weeks only)

	Passed Probation Period

1st aug 2022
	Extend Probation Period 
(If so for how long)
	Failed Probation Period
(call the People Team to discuss)
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