Probation Review Form
Company name: ____________________    Document no.: __________    Version / Date: __________

Employee Details
	Name
	

	Position / Department
	

	Date of joining
	

	Probation end date
	

	Review date
	

	Reviewer
	



Performance Rating (1 = below standard, 5 = outstanding)
	Assessment item
	Score 1-5
	Specific examples
	Suggested improvement

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Attendance Record
	Number of late arrivals
	

	Sick leave days
	

	Unauthorised absence days
	

	Other leave days
	



Goal Achievement
	Goal set on joining
	Status of achievement
	Remarks

	
	
	

	
	
	

	
	
	

	
	
	



Review Conclusion
[ ] Confirm employment - permanent status effective from __________
[ ] Extend probation by __________ month(s) (must be provided in the contract or agreed in writing by both parties); next review date: __________
[ ] Do not pass probation - last working day: __________ (notice of __________ days given / payment in lieu HK$__________)
Reviewer signature: __________________  Date: __________
Employee signature (acknowledged): __________________  Date: __________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
