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SOAS Probation form (Non-Academic)

Section 1- Personal and Probation date details
	Name:
	Job Title:

	
	

	Department:
	Mentor name:

	
	

	Start Date
	Probation Objective setting meeting date:

	
	

	Probation meeting due date - Month 3:
	Final Probation meeting Due date – Month 5:

	
	


Section 2 – Probation Objectives and Evidence Recording
Please refer to the section of the of the probation procedure on the introductory meeting (pgs 5 – 6) before completing this section. This section should be completed by the line manager normally within the first week of the employee commencing work at SOAS.   Please ensure that the employee is given a copy of this document and keep a copy as you will need it to monitor progress against set objectives at follow-up meetings. Once you have agreed the objectives please send a copy to HR Operations
Objectives should be SMART Objectives – Specific, Measurable, Achievable, Realistic and Time bound.  SMART Objectives Guidance
	Objective
	Date due to complete
	Evidence of meeting objective - Month 3
	Evidence of meeting objective -  Month 5
	Achieved Y/ N

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 3 - Training needs identified:

(Managers are responsible for ensuring that employees receive the appropriate training courses)
	Training required
	Completed

	
	

	
	

	
	

	
	


Section 4 – Probation Meeting Month 3 – Second Probation Meeting (Review Objectives)
	
	Yes / No
	Comments or Action Required

	Has a full Induction been completed?

	
	

	Is attendance satisfactory?

	
	

	Is timekeeping satisfactory?

	
	

	Any problems experienced?

	
	

	Any performance issues?

	
	

	Any other comments


	
	


Section 5 – End of Probation Meeting – Month 5 - Final Probation Meeting
	
	Yes / No
	Comments or Action Required

	Is attendance satisfactory?


	
	

	Is timekeeping satisfactory?


	
	

	Any problems experienced?


	
	

	Is any further training required?


	
	

	Have all Objectives been met?


	
	

	Any performance issues?


	
	


	The appointment should be confirmed?


	Y / N
	

	The Probation should be extended? 
Please provide relevant information to support this. 

Please speak to your HR Business Partner before extending Probation.

	Y / N
	

	The Appointment should be terminated?

Please provide relevant information to support this.
Please speak to your HR Business Partner to discuss.


	Y /N

	


	Line Manager Comments

	


	Employee comments

	


	Head of Department / Director Comments

	


	Signature – Line Manager:


	Date

	Signature – Employee:


	Date

	Signature - Head of Department:


	Date

	HR Signature:


	Date


[image: image1][image: image2.png]SOAS

University of London



