GOVERNMENT OF JAMAICA

REPORT ON THE COMPLETION OF PROBATIONARY PERIOD
 This report of performance is presented 6 months after the initial appointment of the officer (A form P10, Interim Probationary Report Should be on file)
INSTRUCTIONS
· Before completing form, review carefully the work performance of the employee and consult with others who may have supervised the employee’s work
· Consider only one item at a time. Read over carefully the descriptive phrases under the lines.

· Each line is a continuous scale from low to high on the left high on the right. The lower categories are not subdivided, but the higher are divided into two degrees. Place a check in the space on the line, which most nearly expresses your judgment for each item.
· Include specific details wherever possible. If additional space is needed attach a separate sheet.

· Signatures of immediate Supervisor and Permanent Secretary must appear on the form.

	1.   Surname


	Christian Name


	Middle Name



	2. Classification Group and Grade

	3. Title of Post



	4. Ministry


	5. Department(s) indicate if more than one department and dates

	6. Organisational Unit



	7. Date of Appointment 
 
	8. Period of Report

From                               To  


Duties:  
(Please include below a summary of several duties which the officer performed during the nine months period of the probationary period)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	A. QUANTITY OF WORK - Consider the amount of work accomplished in comparison to others or compared to the amount you expect.

                                     Does this officer try or appear to be busy?

	Slow, lazy, accomplishes very little. Spends time away from work assignment.


	Works slowly. Requires constant supervision. Accomplishes a minimum of work.
	Does normal amount of work. Fairly steady. Usually is at work location
	Works hard on job at all times. Does more than others assigned to same tasks.
	Very fast, hard worker. Amount of work greater than any others doing this type of work.

	Describe specific incidents (favourable or  unfavourable) to illustrate above:




	B. QUALITY OF WORK – Consider how well this officer does the work assigned.     Is it neat?              Accurate?                Compare?

	Work poorly done. Sloppy. Many errors.


	Work not accurate nor good. Needs to be checked too frequently. Corrections always required


	Acceptable work. No unusual number of errors and corrections.


	Very good quality. Few errors. Accurate and dependable


	Very accurate. Almost no errors. Work is better in quality than any others performing similar tasks.



	Describe specific incidents (favourable or  unfavourable) to illustrate above.



	C. COOPERATION AND ATTITUDE – Consider attitude toward superior. Fellow-employees, public. Is this officer agreeable?     Cooperative?
                                                                      How well does this officer take constructive criticism?

	Complains or acts unconcern. Not cooperative. Does not like constructive criticism  
	Sometimes indifferent. Goes about work half-heartedly. 
	Generally accepted by group. Accepts responsible direction and criticism. Average interest. 
	Quite cooperative and helpful. Well liked by fellow-employees. Definite interest in work.  
	Very cooperate. Excellent attitude toward everyone. Enthusiastic.



	Describe specific incidents (favourable or unfavourable) to illustrate above.




	D. LEARNING CAPACITY, ADAPTABILITY AND POTENTIAL – Consider how well and how quickly the learned job. Contribution toward general efficiency. Versatility. Indication of future value to Ministry.

	Dull. Slow. Does not seem to understand work assignment. No potential for development in the areas of work to which assigned.

	Needs minute instructions. Learns work too slowly. Has not been able to master even simple assignments.

	Learned job in reasonable time. Appears to understand direction. Shows potential for future after further training. 

	Learned quickly understands well. Makes contribution to work team. Shows good potential for promotion. Handles new assignments very well.
	Learned most rapidly. Makes excellent contribution to group. Handles any assignment better than others in group. Has ability for promotion now. 

	Describe specific incidents (favourable or unfavourable) to illustrate above.



	E. ATTENDANCE AND LATENESS –       Number of times absent                                                         Number of times late

	Indicate any features of the employee’s job assignment which are affected by work performance, tardiness or job attitude.

	

	

	I have seen this Report                                                                                                                    ___________________________________

                                                                                                                                                                           (Employee’s Signature)


I recommend that this employee’s services be (Check One)

(  retained                          ( terminated
_____________________________




______________________________________

Signature (Supervisor)





Signature (Permanent Secretary or other authorized officer 
_____________________







_____________________

Date









Date
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