	SkillProof
Probation review
Each check point, the support agreed and the final decision, in one record.
	FREE WORD TEMPLATE
No sign-up required


How to use it. Use one form for each new employee. Hold check points at about 1, 3 and 6 months, or when your probation policy says, and the final review before probation ends. Give the employee a copy after each meeting so the outcome is never a surprise. Page 3 shows a completed fictional example.
1   Employee details
	Employee
	Role and team
	Manager
	Start date

	Probation length
	Probation ends
	Policy or contract reference
	Adjustments agreed



	Expectations for passing probation
The objectives, standards, attendance and mandatory training agreed at the start.



2   Check points
Progress against the expectations, the support agreed and the employee's own comments.
	Check point
	Date
	Progress against expectations
	Support or training agreed
	Employee comments

	1 month
	
	
	
	

	3 months
	
	
	
	

	6 months
	
	
	
	





	SkillProof
Probation review
The final review and decision.
	FREE WORD TEMPLATE
No sign-up required


3   Final review
	Final review date
	Outcome: passed, extended or not passed

	Confirmed in writing on
	Next check-in



	Reasons for the decision
Set out the evidence from the check points.



	If probation is extended
Confirm it in writing before the original end date. Agree the length, review points, what needs to improve, any training and the possible outcomes.



4   Sign-off
The employee signs to confirm they have received a copy, not that they agree with every point.
	Manager name and signature
	Date

	Employee name and signature
	Date signed





	SkillProof
Probation review
A completed example. All names, places and records are fictional.
	COMPLETED EXAMPLE
Fictional data


1   Employee details
	Employee
Amelia Hughes
	Role and team
Customer Service Adviser, Leeds
	Manager
Daniel Price
	Start date
6 Jul 2026

	Probation length
6 months
	Probation ends
5 Jan 2027
	Policy or contract reference
Probation policy v3
	Adjustments agreed
None requested



	Expectations for passing probation
Handle calls and emails to the team standard by month 3. Data protection and health and safety training done in the first month. Satisfactory attendance.



2   Check points
	Check point
	Date
	Progress against expectations
	Support or training agreed
	Employee comments

	1 month
	6 Aug 2026
	Settling in well. Mandatory training complete. Still checks billing answers with the team leader.
	Two billing refresher sessions with Priya Shah in August.
	Would like more time shadowing complaints.

	3 months
	6 Oct 2026
	Meeting the call standard. Handled two complaints well. Email replies slower than the target.
	Email templates and a weekly email review for six weeks.
	The templates are helping.

	6 months
	15 Dec 2026
	Email replies now on target. Two customers gave positive feedback.
	None needed. Monthly one-to-ones continue.
	Happy in the role. Interested in the complaints team later.



3   Final review
	Final review date
15 Dec 2026
	Outcome: passed, extended or not passed
Passed
	Confirmed in writing on
16 Dec 2026
	Next check-in
One-to-one, 12 Jan 2027



	Reasons for the decision
Meets the agreed standards for calls, emails and attendance, and all mandatory training is complete.



	Manager name and signature
Daniel Price
	Date
15 Dec 2026
	Employee name and signature
Amelia Hughes
	Date signed
15 Dec 2026
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