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Housekeeping Assistant Probation Review Form

Confidential

	Review Date
	
	
	

	
	
	
	

	1st Review
	
	or 2nd Review
	
	
	

	
	
	
	
	
	

	Employee Name:
	
	Job Title:  Housekeeping Assistant

	Appraising Manager(s):
	
	Commencement Date:
	


Rating Descriptions:

(1)
Below Expectations – not meeting performance expectations / needs improvement

(2)
Meets Expectations – meeting required standard / satisfactory performance

(3)
Above Expectations – exceeds performance expected at this level

SECTION A – Performance appraisal

Please rate the employee’s performance against the following core competencies concluding with the overall performance:

Job/Task Oriented
	Competency
	Details
	Rating

	Awareness of Health and Safety
	Understands importance of H & S in the workplace and follows guidelines. Pays due care and attention to both own and others safety
	1
	2
	3

	Conscientiousness 
	Focuses on getting things finished, persists until the job is completed
	1
	2
	3

	Attention to Detail 
	Through in accomplishing a task with concern for all the areas involved (no matter how small). Performs routine or repetitious tasks with care and attention
	1
	2
	3

	Knowledge of the Housekeeping Department’s operating procedures
	Has acquired the necessary knowledge and applies this on a daily basis
	1
	2
	3


Communication / Interpersonal Skills

	Competency
	Details
	Rating

	Communication Skills
	Effectively communicates to provide information, clear and concise, gains understanding and mains effective working relationships
	1
	2
	3

	Team Work 
	Works co-operatively with others on the team – Supportive of other team members
	1
	2
	3

	Interpersonal Skills 
	Demonstrates good manners and politeness even in potentially difficult situations. Comfortable in liaising with people within and outside of the team and the Housekeeping Department.
	1
	2
	3


Personal Qualities

	Competency
	Details
	Rating

	Motivation and Interest
	Shows interest in the job. Can be trusted to work independently and unsupervised. Willing to listen and carry out instructions.
	1
	2
	3

	Flexibility 
	Adaptable to the requirements of the post, shows commitment to the job and team members at all times
	1
	2
	3

	Initiative and openness to learning
	Willing to use initiative should the need arise. Demonstrates wiliness to learn. Looks to participate in training – quick learner
	1
	2
	3

	Time-Keeping and Attendance
	Adheres to the time-keeping and attendance requirements of the section as outlined in the employment contract, prompt / on-time for required meetings
	1
	2
	3


Overall Rating
	
	
	Rating

	Overall Rating
	Based on the ratings above, please rate the employee’s overall performance.
	1
	2
	3


SECTION B – Dealing with unsatisfactory performance

	If overall rating is Below Expectations (1) please note or attach the agreed action plan (Performance Improvement Plan) to be taken to address and improve performance:

	

	If additional meeting scheduled in relation to the Performance Improvement Plan please specify the agreed date:

	


SECTION C – Training needs / Training undertaken

Please tick the courses the Housekeeping Assistant has attended to date:

	 
	Laboratory Training
	

	 
	Manual Handling
	

	 
	Medical/Health Check
	

	 
	British Institute of Cleaning Science – (10 COPC tasks)
	

	 
	Please list the number of COPC tasks completed: 
	

	
	Please indicate any additional training needs required if applicable:

	
	


SECTION D - Review Outcome

Please indicate the outcome of this review period by ticking one of the following:

	
	I confirm that the performance is currently satisfactory.

	
	There are weaknesses apparent in performance which I believe can be overcome with further guidance and/or additional time. 

I have set specific goals aimed at achieving satisfactory performance and progress will be reviewed again on (specify date)…………………………. 

The employee has been advised that failure to reach satisfactory performance within 9 months of the start of probation period could result in the contract of employment being terminated.

Please contact Human Resources for further advice at this stage.


SECTION E – Signatures and comments

	Appraiser’s Comments:
	

	Appraiser’s Signature:
	

	Date:
	

	Appraisee’s Comments:
	

	Appraisee’s Signature:
	

	Date:
	


Completed forms (signed by both parties) should be returned to: Recruitment and Contracts Section, Human Resources, House 4, College.
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