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PROBATIONARY PERIOD PERFORMANCE REVIEW – Graduate Program

Please return completed form to recruitment.hr@sjog.org.au

	Caregiver name:
	Manager name:

	Caregiver e-number:
	Manager position title:

	Position title:
	Caregiver commencement date:

	Hospital/Division: 
	Date of probation review:


St John of God Health Care (SJGHC) provides ongoing opportunities for caregivers to develop their confidence, skills and capabilities. The performance review and development process supports this by encouraging continuous improvement in individual, team and organisational performance through regular communication exchange between caregivers and managers.
Purpose of the Probationary Period
· Provide the opportunity for SJGHC to review the suitability of the person to the position by making an assessment of performance outcomes against the position requirements. Please refer to the Position Description during this assessment.
· Determine whether the caregiver acts in accordance with the Mission and Values of SJGHC, Code of Conduct and Workplace Policies.

· Provide the caregiver the opportunity to demonstrate the expected performance standard and conduct to fulfil the duties and responsibilities of the role.
· Ensure there is open and regular communication exchange between the caregiver and manager. 
· Allow the caregiver the opportunity to provide feedback on their progress and experience in the first three months of employment.
Extension of the probationary period (All requests for probation extensions are to be made by contacting the Recruitment & HR Services Centre)

 The probationary period may be extended for the following reasons:

· The manager determines that the caregiver has not yet met the expected standard of performance or conduct required in the role.

· A fair assessment of performance cannot be made due to the nature of the work, or the circumstances in which the work is performed.

· A fair assessment of performance cannot be made due to a period of absence of either the Caregiver or the manager during the probationary period. 

Sections 
1) Assessment against Key Areas - Ten key areas of performance and conduct that need to be considered when reviewing a caregivers’ performance. 
2) Caregiver Development – Identify areas of strength, barriers to reaching full potential, and identified development opportunities.
3) Manager and Caregiver sign-off – Manager Checklist and sign-off page. 
4) Appendix 1 – Professional Development Plan
SECTION 1 - ASSESSMENT AGAINST KEY AREAS 
The checklist below outlines 10 key areas to consider when reviewing the caregiver’s performance. Please refer to the Position Description when determining the assessment.
EE = Exceeds Expectations             ME = Meets Expectations             ND = Needs Development             NA = Not Applicable

	
	Manager
	Comments

	CHECKLIST OF KEY AREAS
	EE
	ME
	ND
	NA
	

	1
	Organisational fit, works within the values of SJGHC of Compassion, Justice, Excellence, Hospitality and Respect 
	
	
	
	
	

	2
	Adheres to health and safety practices in the workplace
	
	
	
	
	

	3
	Adheres to polices and procedures at Departmental, Divisional and Group levels
	
	
	
	
	

	4
	Displays the values of SJGHC when communicating and interacting with patients
	
	
	
	
	

	5
	Displays the values of SJGHC when communicating and interacting with the manager
	
	
	
	
	

	6
	Demonstrates teamwork and collegiality (co-operates and works well within own team and with other departments)
	
	
	
	
	

	7
	Punctual and reliable (enters and leaves work at rostered times, has approriately timed breaks, actions a task when directed)
	
	
	
	
	

	8
	Organisational skills (priortises workloads, delivers work/projects on time)
	
	
	
	
	

	9
	Delivers quality work (accuracy, presentation, details)
	
	
	
	
	

	10
	Demonstrates capacity and willingness to undertake all the duties and responsibilities of the role – refer to Position Description
	
	
	
	
	


SECTION 2– CAREGIVER DEVELOPMENT 

Graduate Feedback

	My strengths
	

	Areas for improvement or barriers to reaching my full potential
	

	Development opportunities to meet identified goals

	

	What I am enjoying most about this placement
	


Manager Feedback
	Caregiver strengths
	

	Areas for improvement or barriers to the caregiver reaching the caregiver’s full potential
	

	Development opportunities to meet identified goals

	


SECTION 3 – MANAGER & CAREGIVER SIGN OFF
Manager Checklist
For the caregiver to pass their probation, the manager needs to be satisfied that the caregiver has achieved an acceptable standard of performance required for the position and acts in accordance with SJGHC’s Mission and Values.

· Has the caregiver completed all mandatory competencies? YES / NO (Please circle)

· Has the Orientation Checklist been completed and uploaded to MyLearning? YES / NO (Please circle)

· Has the caregiver passed their probationary period at this time? YES / NO (Please circle)
· If the caregiver has successfully completed the probationary period, please meet with the caregiver to confirm their ongoing employment and provide them with a copy of their probationary performance review.
· If the probationary period is to be extended, please communicate this to the caregiver and provide them with a confirmation letter confirming the extension (please contact the Recruitment & HR Services Centre before extending the probation).
· Please ensure the review is signed and dated by all parties. 

· Please email through a scanned copy of the completed form to recruitment.hr@sjog.org.au. 
	Manager’s signature
	
	Date:

	Caregiver's signature
	
	Date: 


The next performance review will take place before the end of the next rotation. 
SECTION 4– PROFESSIONAL DEVELOPMENT PLAN – SUMMARY OF MEETING
Appendix 1
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