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Research Fellow
Final Probation Report 

	Probationer:


	

	Position:


	

	Grade:


	

	Department:
	

	Probation Adviser:
	

	Date of Appointment:
	

	Probation Start Date:


	

	Year of Probation:


	


Please complete this document in conjunction with the Guidance Notes for Research Fellows Probation, available to download at http://www.lboro.ac.uk/admin/personnel/probation.htm

	Job Description Details
Please give aims and objectives of the post for the probation period, together with a brief description of 
the main duties/responsibilities.


	Summary of Performance during Probation Period
Please comment on performance throughout the period, (i.e. Have any particular strengths/areas 

for improvement been highlighted? Have there been any particular constraints or circumstances which have affected the individual’s performance?)


	Record of Progress Meetings

	Probationer and Adviser formally meet on either two (six months probation) or four occasions (12 months probation) during the year to monitor progress. (These meetings may involve discussions on successful achievements, areas of development, training needs, targets to be met etc).  Append minutes of these 2/4 meetings

	

	1.

	Date held: 

	...........................……

(probationer)

	............................…….

(adviser)


	2.


	Date held: 
	..............................……

(probationer)
	...........................……..

(adviser)

	3.


	Date held: 
	............................……..

(probationer)
	..........................……...

(adviser)

	4.
	Date held:  
	......................……........

(probationer)
	..
.........................……..

(adviser)
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Assessment

	This assessment should be a true reflection of the individual’s performance and achievements during this probation year. (Please mark the appropriate box and comment accordingly).

	1.  Quality of Work
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(Consideration should be given to the accuracy of the work, quality of decisions and general overall output and efficiency. Have targets/deadlines been met?)

	            Satisfactory                                                                              Unsatisfactory                                                                                


Comments/justification for ranking:

	---------------------------------------------------------------------------------------------------------------------------------------------------------



	2.  Acceptance and Discharge of Responsibility

	Consideration should be given to how the individual applies him/herself to their work and if responsibility is readily accepted. Are goals/targets met?)

	            Satisfactory                                                                              Unsatisfactory                                                                                

	


Comments/justification for ranking:

	---------------------------------------------------------------------------------------------------------------------------------------------------------



	3.  Interpersonal Skills/Relationships with Others

	(Consideration should be given to how well the individual gets on with other members of staff/students. In addition how effectively the individual communicates.)

	            Satisfactory                                                                                Unsatisfactory                                                                                


Comments/justification for ranking:

	---------------------------------------------------------------------------------------------------------------------------------------------------------



	4.  Job Knowledge/Skills/Training


a)  What training (either internal/external) has the probationer undertaken during the probation year?

	


b) Are any skills/knowledge deficient and consequently hindering development? (Please specify).

	

	c) What further training/support do you recommend?



	Mandatory Training courses to be attended
	Date Training completed

	Respecting Diversity

Recruitment/Selection
	

	Recommendation from Head of Department
	

	4.  The appointment should be confirmed.


	

	5.  The probation period should be extended for a further year.


	

	6.  The appointment should not be confirmed.


	

	7.  An appointment of one year should be offered, allowing the probationer time to                       seek alternative employment.
	

	Signed:  ........................................................…………......  Date:........................................
	

	                                     Head of Department/Section
	

	Confirmation by Probationer of receipt of copies of all documents

	I confirm that I have received a copy of this completed report form and minutes of the progress meetings. The Head of Department has informed me that a separate note *will/will not be submitted and I *have/have not received a copy. *delete as appropriate

	Signed:  ..................................................    Date:  .......................................................

                                  Probationer

Additional Probationer's comments (optional):

(Please use this space to show disagreement to any aspects of the work plan/report (including the recommendation)




� EMBED MSPhotoEd.3  ���




























































































_1134930326.bin

