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Performance Review Form
For use by staff members subject to an initial one-year probationary period or during the one-time extension for up to one additional year (ST/AI/2025/3)

	
	STAFF MEMBER INFORMATION

	[bookmark: Text77]Last Name 
[bookmark: Text8]     
	First Name
[bookmark: Text9]      

	Functional Title
     
	Entity/Org. Unit
     

	Index Number:
[bookmark: Check105]     
	Grade/Level:
     

	Period covered
	From:         to:         




	SUPERVISOR INFORMATION

	First Reporting Officer
	Second Reporting Officer

	Name:      
	Name:      

	Title:      
	Title:      

	Entity/Office:      
	Entity/Office:      

	Index Number:      
	Index Number:      






	WORKPLAN

	Goals (Please include related actions and success criteria)

	1.
	Goal:       

Related Action(s):        

Success Criteria:      


	2.
	Goal:      

Related Action(s):        

Success Criteria:      


	3.
	Goal:      

Related Action(s):        

Success Criteria:      


	4.




	Goal:      

Related Action(s):        

Success Criteria:      


	5.
	Goal:      

Related Action(s):        

Success Criteria:      



Add additional goals as needed.

As per ST/SGB/2024/4, Staff Members are expected to demonstrate the values and behaviours in the performance of their functions.



NB:  For  procedures and deadlines, please see section 2.5 of  ST/AI/2025/3

	First Reporting Officer’s Review of Probationary Period (Required)

	|_|   Satisfactory performance

	|_|   Unsatisfactory performance

	First Reporting Officer’s Comments (Required)

	[bookmark: Text15]     




	SIGNATURES: To be completed once the review has been finalized.

	First Reporting Officer
	
	Second Reporting Officer


	Signature:
	
	
	Signature:
	

	
Date:
	[bookmark: Text17]     
	
	
Date:
	[bookmark: Text18]     

	
	
	
	
	

	
It is the responsibility of the first reporting officer to sign the review and to collect the signature (electronic is acceptable) of the second reporting officer.  A signed copy is to be given to local HR for inclusion in the Staff Member’s official status file.  

NB: Pursuant to section 2.5 (e) of ST/AI/2025/3, staff members who disagree with the review decision may, within seven (7) calendar days of notification of the review decision, submit a written explanatory statement to the respective head of entity.
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