
	XYZ COMPANY
PROBATION EVALUATION REPORT
1. PROBATIONARY EMPLOYEE INFORMATION
· Full name: __________________________
· Probation position: ____________________
· Department: _________________________
· Probation Period: From ___/___/20___ to ___/___/20___

2. EVALUATION CONTENT
 A. Job Completion (according to key criteria)
· Criterion 1: _____________________________________
 Rating (1-5): ____ Comments: _______________
· Criterion 2: _____________________________________
 Rating (1-5): ____ Comments: _______________
· Criterion 3: _____________________________________
 Rating (1-5): ____ Comments: _______________
 (Additional criteria can be added based on the position)

B. Skills and Qualities (attitude, communication, teamwork, etc.)
· Rating (1-5): ____
· Detailed Comments: ______________________________________

C. Adherence to rules and willingness to learn
· Rating (1-5): ____
· Detailed Comments: ______________________________________

D. Notable strengths
· 
· 

E. Areas for improvement
· 
· 

3. SUMMARY RESULTS
· Average Score: _______/5
· Rating: [Excellent/Good/Average/Below expectations]

4. SUGGESTIONS & RECOMMENDATIONS
 [ ] Sign permanent contract (Duration: ____________)
 [ ] Extend probation period (Duration: ____________)
 [ ] End probationary contract (no continuation)
 [ ] Other: ______________________________________

5. CANDIDATE’S COMMENTS (PROBATIONARY EMPLOYEE)

(Signature, full name) …………………………

6. EVALUATOR’S CONFIRMATION (DIRECT MANAGER)

(Signature, full name) …………………………

7. HR DEPARTMENT CONFIRMATION

(Signature, full name) …………………………

8. APPROVAL BY THE BOARD OF DIRECTORS (IF REQUIRED)

(Signature, full name, seal) …………………………
Date Signed: ___/___/20___



