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Performing at Our Best

Probation and Transition Agreement

Employees: Complete the white boxes and send the completed form to your manager two weeks before the probation/transition review meeting.
Managers: Complete the grey boxes.
	Employee
	
	Line Manager
	

	Review Date
	
	Review stage
	 FORMCHECKBOX 
 13 weeks
 FORMCHECKBOX 
 26 weeks

 FORMCHECKBOX 
 other, specify: _________



Section 1: Employee’s Review of Objectives and Behaviours:
	Summarise your achievement of your objectives.  

Reflect on the impact for Barnardo’s, what went well and what you learned.  

	Behaviours: 

Summarise how well you demonstrated our Values or Leadership and Management Behaviours (LMB’s) through your objectives?  

	
	

	
	

	
	

	
	


Section 2: Manager’s Review of Objectives and Behaviours:
	Manager’s Ratings for performance and behaviours (Exceptional, Highly Effective, Effective, Improvement Required) 
	Performance
	
	Behaviours
	

	Manager’s summary comments on performance and behaviours during review period.


	


Section 3: Equality, Diversity and Inclusion
	Supporting You:  Our aim is to create an inclusive workplace where diversity is respected and valued.  This section is optional.    

	1. Are your personal details correct on myPlace?

2. Do you have any workplace adjustments based on your personal diversity needs that need reviewing, or are there any adjustments you would like considered?

3. Do you have, or would you like, to use a Wellness Action Plan or Accessibility Passport? 
4. Have you experienced any unwanted conduct because of your diversity identity at work?


	Manager’s comments

Record any agreed actions, duration and review dates.  


	


Section 4: Mandatory Training (Manager sign-off)
	I confirm this employee has completed the core mandatory training for their role and I have seen confirmation certificates to confirm this.   

	All staff: (within 2 weeks)

 FORMCHECKBOX 
 Health & Safety 

 FORMCHECKBOX 
 Safeguarding

 FORMCHECKBOX 
 Data Protection 

 FORMCHECKBOX 
 Equality & Diversity

 FORMCHECKBOX 
 Equality & Diversity classroom (within 1st 6 months)

All staff who use a computer: (within 2 weeks)
 FORMCHECKBOX 
 Introduction to IT 
	All CS staff with regular 1:1 contact with children/families

 FORMCHECKBOX 
 Safeguarding classroom (in 1st 6 months)

 FORMCHECKBOX 
 Information sharing (within 1 month)

Other local or statutory required courses, specify:

______________________________________

______________________________________



	Signed manager:
	
	Date:
	


	Section 5: Line manager recommendation

	Transition
	 FORMCHECKBOX 
 successful, confirm in post

 FORMCHECKBOX 
 unsuccessful
	Probation
	 FORMCHECKBOX 
 successful, confirm in post

 FORMCHECKBOX 
 unsuccessful, non-confirmation in post

 FORMCHECKBOX 
 extension, new review date:_______________________



	For unsuccessful transition, and extended probation, specify what action is required by the employee to be successful 
	Support and guidance required
	Review and completion dates

	
	
	

	
	
	

	
	
	


Section 6: Sign-Off 
	Manager Signature:


	
	Date:
	

	Employee Signature:
	
	Date:


	


Manager/administrator to update employee record on Oracle Direct Input and send completed form to Local People Team with the following documentation:

· Certificates to evidence that employee has completed core required induction learning/mandatory training for their role

· Any other documentation relating to issues arising during the PP or TP.

Section 6:  Local People Team use only

	Oracle Core entry PP completed: 

	By whom:

Date:
	Written confirmation sent employee:
	By whom:

Date:
	Completion of Mandatory Training Checked
	By whom:

Date:
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