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Probationary Training Plan
	PCN:  

	Employee:    
	Title:  

	Date:  

	Probationary Period End Date:

	


PURPOSE:  

The probationary training plan should cover all primary job functions and evaluate the employee’s progress in learning to perform the duties of the position.  The training plan should also evaluate key employment related attributes that are critical to being successful in the position.  Attributes can include: 

SECTION GUIDELINES:

Task/Attribute: 

Tasks should include those portions of the job where the employee needs to be able to demonstrate knowledge, skill or ability in order to perform the duties of the position successfully.

Attributes should include those behaviors that an employee needs to be able to demonstrate in order to be successful.  Examples include, but are not limited to, customer service orientation, dependability, accountability, interpersonal skills, and other attributes as appropriate for the position.

Proficiency Levels:  

Not aware:
Appears to be unaware of fundamental concepts, procedures or practices in the subject area.

Discovery:
Expressed awareness of basic of fundamental concepts, procedures and practices of the subject area.

Literacy:  
Able to communicate all relevant concepts, procedures and practices of the subject area.

Fluency:  
Able to successfully apply all relevant concepts, procedures and practices of the subject area.

Mastery:  
Able to successfully apply all relevant concepts, procedures and practices of the subject area, and facilitate knowledge transfer to others.

Comments:  

Comments should include dates the proficiency levels were achieved, or the supervisors observations of the employee’s progress in obtaining proficiency.

General Comments:

This section provides a place for general observations about the employee’s on the job performance.

Goals:

This section provides a space to set specific goals for the period of time in between progress discussions.  If the training plan is lengthy, this is the place to outline what specific part of the plan the probationary employee should be working on.

FREQUENCY:

The supervisor should meet with the probationary employee within the first week of filling the position and go over the training plan.  The supervisor and the probationary employee should meet frequently thereafter, to discuss the employee progress and to update the proficiency levels on the plan document.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


General Comments:

Goals:

Discussed with the probationary employee on:  ___________________

Supervisor: ________________________________________________

