Appendix one: three-month review meeting template                                                                             [image: A purple key with a cross and a cross on it

Description automatically generated]
This document should be shared with the employee ahead of their probation review meeting. They do not have to complete it prior to the meeting but can use it to help them understand what to expect and prepare. 
[bookmark: _Probation_review_template:]Probation review template: three-month review

	Employee name:

Job title:

School name:

Line manager name:

Date of appointment:

Probation period end date:



	Role performance
(This section should focus on how the individual has performed their duties and responsibilities in the past three months, providing a comprehensive assessment of the individual’s performance. For posts where the individual works with or has responsibility for the welfare of children and young people, this section must cover their performance for safeguarding.)

Consideration should be given to the following. The line manager should be prepared to offer feedback, with clear examples provided.

· Whether there is understanding of the expectations of the role
· If there has been appropriate and expected progress in the role
· Areas of the role where the most progress has been made so far
· Areas of the role where improvements are needed and what support is needed to achieve this


	Summary of discussion








	Working relationships
(This section should focus on relationships with colleagues, staff the individual is responsible for (if applicable) and internal and external stakeholders and should include comments on team working and communication style and building relationships in line with the Trust and/or school vision) 

Consideration should be given to the following. The line manager should be prepared to offer feedback, with clear examples provided.

· How relationships are being established with colleagues
· How relationships are being established with pupils and parents 
· How relationships are being established with the Trust family, as relevant to the role
· If there have been any barriers to building relationships so far and what support is needed to remove these


	Summary of discussion










	Contribution to school and Trust vision (This section should focus on the individual’s contribution to living out the Trust and/or school vision in their role) 
Consideration should be given to the following. The line manager should be prepared to offer feedback, with clear examples provided.

· Whether there is a developing understanding of the Trust and school vision
· Whether there is a developing understanding of how the Trust and school vision can be lived through the role
· If there have been any barriers to developing an understanding or living the Trust and school vision in the role so far and the support needed to remove these

	Summary of discussion









	Line management or supervisory responsibilities (If applicable to role)
 (This section should focus on the individual’s performance in carrying out any line management or supervisory responsibilities) 

Consideration should be given to the following. The line manager should be prepared to offer feedback, with clear examples provided.

· Whether there is a developing understanding of the line management or supervisory responsibilities within the role
· Whether there is a developing impact through supporting the professional development of individuals line managed 
· Whether there is developing evidence of providing others with clear and honest feedback to enable them to flourish in their roles
· Whether there is developing evidence of treating those line managed with dignity and respect
· If there have been any barriers to developing line management and supervisory responsibilities in the role so far and the support needed to remove these

	Summary of discussion









	Employee evaluation of probation period
 (This section should focus on the individual having the opportunity to share their feedback on their probation period)

Consideration should be given to the following. The line manager should be prepared to offer feedback, with clear examples provided.

· If the employee has any feedback on their probation or induction process so far?
· If the employee has identified any further support needed at this stage of your probation period
· What has been the most challenging aspect of the probation period so far and why
· What has been the most successful aspect of the probation period so far and why


	Summary of discussion 









	Line manager summary

	







	Employee summary

	







	Agreed actions 
Record here any actions during the discussion to support the individual to progress in their probation period

	Action
	Who is responsible
	Completion date

	

	
	

	

	
	

	

	
	





	
Line manager signature:

	
	
Date:
	

	
Employee signature:

	
	
Date:
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