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Part A: Overview

This form is to be completed as a formal record of the key goals set for the first 3 months.

A copy of the completed form should be kept by the staff member.  

At the end of the probation period the supervisor and staff member should complete a Performance Review, (Form 10.05b) which should be forwarded to Human Resource Services, where it will be placed on the staff member’s file. 

Part B: Personal Details

Staff Member:
  Supervisor: 

Position:

  Review Period: ____/____/_____ to ___/____/_____

Part C:  Key Goals and Objectives 
Staff are encouraged to suggest goals that are appropriate to their position description, professional development needs, career stage, current and future projects planned in their area, and may include team goals if appropriate.

Note:  Boxes will expand as you type.

	Agreed Goals to be achieved
	How will I know I have achieved this?
	What may prevent me from achieving this goal?

	
	
	


Part D:  Support / Resources Required to Achieve Goals
Note:  Box will expand as you type.

	


Part E:  Agreement
 Signature:

               Date: 
____/____/_____

Staff Member

Signature:

               Date: 
____/____/_____

Supervisor

Part F: Human Resource Services Use Only

1. Employment status noted:
       Date: 
____/____/_____
2. Letter sent:

       Date: 
____/____/_____
3. ALESCO updated:


     Date: 
____/____/_____
4. File:


     Date: 
____/____/_____
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