Employee Learning Map and Probation Review




Introduction

Employee Name & Surname: Employment Title:
Employement Start Date: Department:
Manager:

Hi,
Welcome on board!
We’re excited to have you on our team and confident that you’ll fit right in.

This document outlines the requirements for your probation review, which should be completed ahead of the scheduled probation meeting.
Please discuss this with your manager.

Additionally, you’ll find a detailed learning map plan that will guide you through your onboarding journey. This plan may be updated periodically
to reflect any training completed during your onboarding.
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Policies and Procedures

Purpose of Our Policies and Procedures

The purpose of our Policies and Procedures is to establish clear standards, expectations, and guidelines that ensure consistency, accountability, and compliance
across the organisation. They serve to guide employee behaviour, support informed decision-making, and promote a safe, ethical, and productive work

environment aligned with the company’s values and legal obligations.

Employees are also responsible for staying up to date with all Policies and Procedures uploaded on the HR Teams Chat. This ensures you know where to find

updates, check them regularly, and remain informed about any new or revised information shared on the HR Teams Chat.

View All Policies and Procedures @@

Our Policies and Procedures

Al Platforms

This policy promotes responsible use of generative Al tools
while protecting company and client data, including PII,
proprietary content, and confidential system information.

View Policy @{%

2
7Z
Disciplinary Procedures

This policy establishes a uniform procedure for managing
employee discipline to maintain order, accountability,
and prevent misconduct or poor performance.

View Policy (@

Employment Equity
This policy promotes workplace equity by removing
discrimination and barriers, and implementing
affirmative action to ensure fairness and opportunities.

View Policy @)

Grievance Procedure

This policy provides a framework for addressing employee
grievances promptly, preventing negative impacts on morale
and ensuring the effective operation of the company.

View Policy @

B

Open Plan Office Etiquette

Open-plan office etiquette guides proper behavior in shared
workspaces, ensuring a polite, respectful, and pleasant
environment for everyone.

View Policy @{%

=

Recruitment Policy

This policy guides recruitment to meet company goals,
ensure efficiency, promote workforce diversity, and
comply with labor and employment equity laws.

View Policy @

L

Retirement

This policy outlines the retirement process, sets the
normal retirement age, and ensures fair, consistent
assessment of requests for extensions.

View Policy (@7

Q

Smoking Policy

This policy warns that tobacco harms smokers and non-
smokers, protects health, and discourages use to reduce
tobacco-related illness and death.

View Policy @{'})

Anti-Corruption, Gifts, Entertainment, and Kickbacks

This policy promotes ethical conduct by prohibiting
bribery, kickbacks, and inappropriate gifts, ensuring
integrity in all business dealings.

View Policy @{%

Dress Code

This policy ensures employees maintain a professional,
neat appearance that reflects the company’s image and
enhances its credibility and reputation.

View Policy @{%

*

Environmental Regulation for the Workplace Policy

This policy outlines air conditioning and ventilation
standards to ensure health, safety, and fairness for all
employees in the workplace.

View Policy (@

Harassment

This policy enforces a zero-tolerance stance on workplace
harassment, defining its forms and outlining procedures to
prevent, report, manage, and investigate complaints.

View Policy (@

=

Policies and Procedures

This policy provides guidance on attendance, punctuality,
and absence, emphasising that regular, timely attendance
is essential for productivity and teamwork.

View Policy (@.}

*

Referal Incentive

An incentive program offered to employees to reward
performance, motivation, or achievement of specific goals.

View Policy @

Retrenchment Policy

This policy provides a framework for retrenchments,
outlining fair, consistent termination procedures and
conditions per the company’s operational needs.

View Policy (%

Substance

This policy ensures a safe, productive workplace by prohibiting
alcohol and drug abuse. Employees may be required to
undergo medical examinations at the employer’s discretion.

View Policy @@)

Workplace Support and Wellness Policy

This policy supports breastfeeding employees by providing
time and space for nursing and ensures all employees can
access a sick room when needed, under outlined conditions.

View Policy (@7

B

Customer Engagement

This policy ensures employees uphold professionalism,
responsibility, and care in all customer interactions,
reflecting the company’s values and reputation.

View Policy @{%

Employee Savings Pot Policy
This policy helps employees manage a savings pot, with
the company handling administration while employees
retain control of their contributions.

View Policy @{%

Functions and Alcohol Consumption Policy

This policy sets conduct standards for company events,
covering alcohol, behavior, and responsibilities to ensure
a safe, respectful, and enjoyable environment.

View Policy (@

i

Leave Policies

This policy provides a clear framework and fair
procedures for requesting, approving, and managing all
types of employee leave.

View Policy (@

Parental Leave Policy

Our Parental Leave policy has been updated to reflect
legal changes, consolidating leave and outlining
entitlements and how to apply.

View Policy (@

B

Resignation

When an employee resigns, they must give notice and
return property. The employer must acknowledge, ensure
transition, process pay, and handle exit procedures.

View Policy (@

+

Sick Leave

The sick leave policy allows employees to rest and
recover when ill, protecting their health and colleagues’,
supporting a safe and speedy return to work.

View Policy @v,

&

Timekeeping and Attendance

This policy monitors authorised and unauthorised
absences, emphasising that timely and regular attendance
is a key expectation of employee performance.

View Policy @{%
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Policies and Procedures

Anti Bribery and Corruption Policy Internal

This policy sets behavior standards to prevent bribery,
corruption, and anti-competitive practices across all
Epsidon Technology Holdings Group operations.

View Policy (@

cle
<&

Ethics Social Governance Policy

First Technology Investments and its Affiliates conduct
business with integrity, guided by principles of good
governance and ethical leadership.

View Policy (@
)

Internal Code of Conduct

This Code defines expected employee conduct, promoting
honesty, integrity, and professionalism across all
interactions within Epsidon Technology Holdings.

View Policy @@j

HIV Aids & TB

This policy ensures employees are informed about HIV/
AIDS and outlines steps to protect both staff and the
company from its impact.

View Policy @

IT Policies ®

IT Policy

This policy outlines acceptable use of company
computers to protect employees and First Technology
from risks like viruses, system breaches, and legal issues.

View Policy @

The Use of Company Property

This Policy establishes the procedures regarding the
reporting of incidents involving damaging to company
property.

View Policy @

Complience Policies ®,

Anti Bribery and Corruption Policy Business Partner

Epsidon Technology Holdings and its affiliates require
all business partners to follow this Anti-Bribery and
Corruption Policy in all dealings with the Group.

View Policy @{%

E6
Group Code of Conduct External Update

First Technology Investments and its Affiliates have zero
tolerance for bribery or corruption and expect all partners
to act ethically and with integrity.

View Policy @{%

Whistle Blowing Policy

This Policy sets rules for employees to report unlawful
conduct and ensures protection for those who disclose
issues at Epsidon Technology Holdings.

View Policy (@

Health and Safety Policies ®

Indemnity

Employees under Worker’s Compensation are entitled to
benefits but must act safely and indemnify the employer
against losses from their negligence.

View Policy @)

Circular re Shared Drive Use

This circular provides information regarding access
permissions and usage of the ‘First Distribution
Documents’ shared drive.

View Policy @{%

Human Rights Policy

Epsidon Technology Holdings is committed to ethical,
transparent business practices that uphold and promote
human rights across all operations.

View Policy @{%

B

Internal Job Posting

The Company is committed to equal opportunity, career
growth, and actively promoting diversity across all levels
of the organisation.

View Policy (@v}

POPIA Policies ®

External Data Privacy and Security Policy

This POPIA Policy sets mandatory data protection
standards for all external parties dealing with the
Company.

View Policy (@7

9

POPIA

This annexure sets requirements to ensure the Employer
complies with POPI laws on collecting, using, storing,
and sharing personal information.

View Policy @,

Internal Data Privacy and Security Policy

This POPIA Policy sets mandatory data protection rules
that all employees must follow to safeguard personal
information within the Company.

View Policy (@7

9

Declaration of Interest

This policy ensures ETH employees disclose any
personal or financial interests that may conflict with their
duties or relationships with partners and clients.

View Policy @@v}
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Learning Map

Training Items

Purpose of the Learning Map

The Learning Map lists the key tasks and training new employees need to complete during onboarding. It helps them
learn the essentials of their role and settle smoothly into the organisation.

Description

Due Date

Trainer

Employee Initials
(Only add your initials

once completed)

Office Supplies You will receive the necessary stationery, equipment, and resources required to perform your | First Day Manager / Receptionist /
job effectively. Office Manager
Walkabout and Greetings Get a tour of the building and be introduced to departments. First Day Manager
Organogram Get introduced to the team, and attain insight into what their portfolio looks like. Discuss the First Day Manager
Company organogram and the parties you will work closely with.
Department Rules Examples of department rules that must be discussed: First Week Manager
1. Leave Policies
2. Office Etiquette
3. Internal & External Client lists
4. Memo, report, Minutes, and document formats
5. Communication methods ETC.
6. Any Portals and Systems
Company Profile Training on the organization, product and services. Read the Company Profile First Week Manager

Payroll

Obrain clarity on ESS, how to apply for leave, and any HR payroll related mattters

ESS login details will be
generated by Head Office
at the end of the month.

Leon Le Roux

KPls, Targets, and Sales Plan (if
applicable)

To understand the financial side of things — Understand your sales plan, commission rate / GP
margin % Target, Capped %, KPIs, Dashboards.

First 2 weeks

Direct Manager and the
relevant Finance Person
(Caron Pain / Zayd
Cassiem / Ayesha)

Health and Safety Training

Exit Routes, Evacuation Process, Regional reps, etc.

First Week

Request HR who can
provide you with this
insight.

Job Description

Manager / Mentor to discuss the JD items line-for-line to ensure proper understanding.

Manager

Explore the skills portal and
complete all Human Resources
material

Understanding the leave system.

Leave Types and Policy.

Recruitment Policy.

Employee Policies and Procedures.

Internal Recruitment and Selection Policy.

Emergency Porcedures (Active Shooter Attack; Armed Robbery; Boomb Threats; Choking;
COVID; Foreighn Object Parcel; Hostage; Shelter-in-place; Weather; Serious lliness; Injury
Policy; Occupational Health & Safety; POPIA; Environmental Regulation for the workplace).

Evacuation Procedure (refer to your relevant entity and region to view).

The Attitdue Spa

Time Management

Self Leadership: Leading Yourself to Excellence

Indemnity

Emotional Intelligence

By the 3rd month of
employment.

Skills Portal:
https://skillcentre.
epsidongroup.com/
Please request login
details by Rentia Keyser

Anti Bribery & Corruption

Please complete the Anti Bribery and Corruption Training link:

By the 3rd month of

everyone is prepped for the meetings.

Training https://forms.office.com/r/LDAJrOV5fK employment

Policies & Procedures It is the employee’s responsibility to familiarize themselves with the policies and procedures
within this group. These may be updated periodically, and new policies may be introduced.
View Policies and Procedures.

System access Arrange access to any relevant systems (Accpac, CRM, PowerBi, Skills Portal, System1A, First Week Manager
etc)

Probation Review Management to explain the probation review process, and share the templates to ensure that | First Week Manager

Job specific training items created by your manager:

Training Items

Description

Due Date

Trainer

Employee Initials
(Only add your initials
once completed)
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Newbie Evaluation

The new team member is required to complete this at the END of the probation review, as it provides the company
with valuable insights into areas of satisfaction and dissatisfaction.

Are you satisfied with the level of training that you have received to date?

Do you feel supported?

Are you getting the relevant support, guidance, and assistance?

Were all your training needs met?

Did you have a good mentor?

Do you have a clear indication of what the business expectations is?

What is the business expectation?

| hereby acknowledge the completion of the above-mentioned learning map process and confirm that | have received all relevant training.

Employee Initials: Date:
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One-Month Employee Probationary Evaluation

Date of Probation:

Purpose of the Probationary Review

The purpose of this probationary review is to provide you with feedback on how well we believe you are adapting to your work environment and to give you the opportunity to discuss any
work-related issues you wish to bring to our attention. During the review, we will consider both your performance and your conduct throughout the probationary period. You are entitled to be
represented by a fellow employee should you wish, and you will have the opportunity to respond to all issues raised.

Based on the outcome of your 3-month probationary reviews and discussions regarding your performance, conduct, and integration within the team, the Company will decide to either:
1. Confirm your contract as effective and permanent;
2. Extend your probationary period if additional time is required to evaluate your performance; or
3. Terminate your contract should you be unable to meet the required standards and expectations.

Section A: To be completed by the manager

Referring to the Job Description, please provide a detailed outline of the employee’s key focus
areas and the tasks or responsibilities they were exposed to this month.

How were those tasks executed this month?

How will you measure your employee’s success in meeting the KPIs and expectations over the
next few months? Specifically, what tools or assessment methods will you use to assess their
performance and determine whether they are achieving their goals or if there are areas that
require more attention and improvement based on the outlined KPIs.

Please outline the tangible KPIs, goals, objectives, and expectations for the SECOND MONTH
of the probation period. Using the assessment methods you've identified in the previous
question, provide an evaluation of how these KPIs have been achieved after one month.

Please outline the tangible KPls, goals, objectives, and expectations for the THIRD MONTH of
the probation period. Using the assessment methods you've identified, provide an evaluation of
how these KPIs have been achieved after one month.

Please describe your employee’s behavior and conduct, including their integration within the
working environment. Refer to the feedback gathered from 360-degree reviews and/or peer
conversations to support your response.

Have there been any separate meetings or important discussions that took place this month?

Does your employee demonstrate the ability to integrate well with the team, culture, and work
environment? Please provide supporting details.

Rating | Comment

Written

Rate the employee’s general internal

communication ability
(Messages are clear, complete; understood; received well;

no provision for feedback; etc). Verbal

Listening Skills

Describe and rate 1 (lowest) - 5 (Highest) your employee’s
communication skills with internal and external Profesionalism
stakeholders.

Presentation Skills

How often do you meet, or plan to meet, with your employee to ensure they are consistently
updated on progress and receive the necessary support?

Refer to the learning map that was issued to your employee

Has there been sufficient progress on the learning map, and what key areas need further focus
to ensure success in this role?

What is your department’s mission and vision, to ensure clarity on the department’s goals and
objectives?
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One-Month Employee Probationary Evaluation

Section B: To be completed by the employee

Your manager has outlined the tasks and experiences you’'ve been exposed to this month. Are
you satisfied with the integration so far and the responsibilities you've been given?

Based on what your manager has shared about your performance this month, do you agree
with their assessment? Are you satisfied with how your first month has been progressing?

Is this role what you expected, based on how it was explained to you during the interview or
pre-hiring process?

As part of a successful integration, do you feel that you have received a proper handover,
including SOPs, policies, procedures, and any other necessary information? Please elaborate
on your experience, and let us know if there is anything you feel should be shared with you.

If you require any additional information or have any requests, please feel free to point them
out during your probation.

How satisfied are you with the communication between you and your manager? Do you feel
that additional catch-up sessions would be beneficial? Please share your thoughts.

Are you kept up to date with your progress, and what has the feedback been like so far?

Please provide a thorough overview of how you feel you are settling in with your colleagues
and adapting to the team dynamic.

Are you satisfied with the company culture and the general working conditions/environment?
Please elaborate on your experience so far.

How would you rate the internal departmental induction process, and did your manager support
you in effectively integrating with the team.

Refer to the learning map

How helpful is the learning map that you received and do you require any additional learning
items to be added?

What progress have you made on the learning map and do you require any addition training,
support, and/or guidance to master your current position?

Do you find the goals, objectives, and expectations set by your manager for your 2nd and
3rd-month probation reviews to be realistic and achievable?

What areas do you feel require more attention to detail or progress? What are the key gaps
you have identified?

Are there any challenges that you are currently facing which you want to report?

Rate 1 (lowest) - 5 (Highest) Rating

| have clear objectives and direction.

| receive regular feedback on my progress.

| am comfortable approaching my manager.

My manager makes effort to train, guide and support me.

Presentation Skills

This meeting was held virtually via Microsoft Teams.

As agreed, the meeting was recorded for minute purposes and is easily accessible if requested.

Copies of this evaluation must be submitted to HR and placed in the employee’s personnelfile.

Please note that should you disagree with the findings of this review; you may refer the matter to the Human Resources Department within 3 working days.

Employee Name & Surname: Employee Initials:
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Two-Month Employee Probationary Evaluation

Date of Probation:

Section A: To be completed by the manager

Has the employee taken on more responsibilities and been able to slowly but surely perform
more duties outlined in the Job Description? What percentage of the Job Description is the
employee currently able to perform?

What functions in the Job Description and aspects of this role are not yet being performed, and
is this acceptable? When do you expect these tasks to be performed independently, and what
is the timeline for achieving this?

Based on the measuring tools identified during the first review, as well as the KPIs, goals,
objectives, and expectations for MONTH 2, please present the detailed results and outcomes
here.

Over the last month, how would you rate the employee’s performance progress: consistent,
regressed, very slow, or acceptable?

Would you have expected different results in certain areas, or are there specific outcomes you
were hoping to see improved or achieved?

Based on the KPls, goals, objectives, and expectations outlined for MONTH 3, would you like
to add or adjust anything — for example, introducing new tasks or shifting existing
responsibilities?

Were there any action items that the employee was unable to complete successfully, or were
there any missed deadlines, instructions, or tasks that resulted in a learning curve.

Have meetings been necessary to address certain areas of development since the last
probation review?

There have been zero complaints or concerns regarding the employee’s behavior and
conduct?

The employee’s general communication with internal and external stakeholders is clear,
complete, and easily understood, both in written and verbal form. There have been no
complaints regarding the way the employee communicates, and their interactions are
consistently respectful and timely.

As a manager, what actions are you taking to ensure the employee’s success?

Referring to the Learning Map, do you feel that progress has been successful and up to
standard?

Referring to the Learning Map, are there any additional learning items you feel should be
included, or do you believe the current listed items will fully support the employee in becoming
successful in their role.

How likely do you believe it is that your employee’s probation review will be successful? Either
way - please elaborate.
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Two-Month Employee Probationary Evaluation

Section B: To be completed by the employee

Do you believe you have made good progress over the last two months, taking on a
reasonable amount of responsibility and executing tasks independently?

Do you believe you have met the KPls, expectations, goals, and objectives that were set for
you? Please explain why or why not.

Are there any areas that you feel need more attention or improvement? What do you think can
be done to address these areas and make improvements.

Do you have a clear understanding of what is expected of you, and do you consistently adhere
to the outlined requirements, deadlines, and instructions?

How has the working environment and your relationship with colleagues evolved since the
previous review? How satisfied are you with the current environment you’re working in?

Are you making progress with your Learning Map, and are you on track with the expectations
set for you?

Do you require any additional training, support and / or guidance or do you believe you receive
sufficient support and guidance? Are there any specific tools or training sessions that you
believe would help enhance your success in your role?

Were there any action items that you noted in the previous probation review that the company
had to adhere to? If yes, what is the update on this? Are there any action items you would like
to add / request?

What do you need from the company and your manager to achieve optimal success and
performance outcomes during your progress meetings? Are you being kept informed about
your progress?

Are there any challenges you are currently facing that you'd like to report? Do you need any
clarification on specific topics?

Is there anything you’d like to add, any changes you’d like to suggest, or anything else you'd
like to mention?
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Two-Month Employee Probationary Evaluation

Section C: To be completed by both parties

1=Unacceptable; 2=NeedsImprovement; 3=Average; 4=Acceptable; 5=Exceed Expecations

. . Employer | Employee
Probation Period Comments (Evaluator) Comments (Employee)
Score Score

Quantity of Work:
The extent to which the employee accomplishes assigned work of a
specified quality within a specified time period.

Quality of Work:
The extent to which the employee’s work is well executed, thorough,
effective, accurate.

Knowledge of Job:

The extent to which the employee knows and demonstrates how and
why to do all phases of assigned work, given the employee’s length of
time in his/her current position.

Relationship with Supervisor:

The manner in which the employee responds to supervisory
directions and comments. The extent to which the employee seeks
counsel from supervisor on ways to improves performance and
follows same.

Cooperation with Others:

The extent to which the employee gets along with other individuals.
Consider the employee’s tact, courtesy, and effectiveness in dealing
with co-workers, subordinates’ supervisors, and customers.

Attendance and Reliability:
The extent to which employee arrives on time and demonstrates
consistent attendance; the extent to which the employee contacts

supervisor on a timely basis when employee will be late or absent.

This meeting was held virtually via Microsoft Teams.

As agreed, the meeting was recorded for minute purposes and is easily accessible if requested.

Copies of this evaluation must be submitted to HR and placed in the employee’s personnelfile.

Please note that should you disagree with the findings of this review; you may refer the matter to the Human Resources Department within 3 working days.

Employee Name & Surname: Employee Initials:
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Third-Month Employee Probationary Evaluation

Date of Probation:

Based on the outcome of your 3-month probationary review meetings, the company concluded (tick the relevant section):

That you have passed your probation and that your contract has become effective and permanent.

OR

That you are underperforming, and we must extend your probation:
e  Employee Suggestions on extended review duration:
e  Employer Agreement on extended review duration:

As part of a remedy, alternative sanctions, in short of a dismissal, was discussed at this point.

OR

Terminate contract due to underperforming and failing to meet the Company expectations.

Section A: To be completed by the manager

Has the employee taken on more responsibilities and been able to slowly but surely perform
more duties outlined in the Job Description? What percentage of the Job Description is the
employee currently able to perform?

What functions in the Job Description and aspects of this role are not yet being performed, and
is this acceptable? When do you expect these tasks to be performed independently, and what
is the timeline for achieving this?

Based on the measuring tools identified during the second review, as well as the KPIs, goals,
objectives, and expectations for MONTH 3, please present the detailed results and outcomes
here.

Please summarise the overall 3-month experience.

Would you rate the employee’s performance progress: consistent, regressed, very slow, or
acceptable?

Would you have expected different results in certain areas, or are there specific outcomes you
were hoping to see improved or achieved?

Were there any action items identified in the previous probation review that were assigned to
you or your employee? If so, could you provide an update on the progress of these items?

Were there any action items that the employee was unable to complete successfully, or were
there any missed deadlines, instructions, or tasks that resulted in a learning curve.

Were there any action items that the employee was unable to complete successfully, or were
there any missed deadlines, instructions, or tasks that resulted in a learning curve.

There have been zero complaints or concerns regarding the employee’s behavior and conduct?

The employee’s general communication with internal and external stakeholders is clear,
complete, and easily understood, both in written and verbal form. There have been no
complaints regarding the way the employee communicates, and their interactions are
consistently respectful and timely.

Referring to the Learning Map, do you feel that progress has been successful and up to
standard?

Referring to the Learning Map, are there any additional learning items you feel should be
included, or do you believe the current listed items will fully support the employee in becoming
successful in their role.

What are the strengths and areas for development demonstrated during the 3-month period?
Are these aligned with the requirements of the role?

Do you have any additional comments or concerns?

What would you consider the next steps moving forward?
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Third-Month Employee Probationary Evaluation

Section B: To be completed by the employee

Do you believe you have made good progress over the last two months, taking on a reasonable
amount of responsibility and executing tasks independently?

Do you believe you have met the KPls, expectations, goals, and objectives that were set for
you? Please explain why or why not. Comment on the company KPls, targets, expectations,
and or / objectives versus your actuals.

What is your feedback on your manager’'s comments, demeanor, responses, and overall
feedback regarding you?

What has been your biggest challenge over the last 3 months, and what aspect have you found
most enjoyable?

Have you noticed any changes or concerns regarding the expectations of your role that are
troubling to you? Are there any areas you feel require more attention or improvement? What do
you believe can be done to address these issues and enhance performance?

How is the progress on your learning map? Do you require any additional guidance or support,
or are there any new learning items that should be added? Are there any specific tools or
training sessions that you believe would help enhance your success in your role?

Were there any action items identified in your previous probation review or general meetings
that the company was required to address? If so, what is the current status or update on these
items?

How would you describe the morale within the department, the relationship with management,
your relationship with colleagues, and the overall company environment?

Do you view the department as being well-structured and organised, or do you have any
suggestions for improvements? If so, how do you think we can achieve those changes to better
support you?

Do you feel supported, respected, and valued? Are you comfortable approaching your direct
manager, GM, HR, MD, or other leadership if needed?

What motivates you to continue working for the company?

Do you have any additional comments or concerns to ensure that your voice is heard and
addressed?
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Third-Month Employee Probationary Evaluation

Section C: To be completed by both parties

1=Unacceptable; 2=NeedsImprovement; 3=Average; 4=Acceptable; 5=Exceed Expecations

. X Employer | Employee
Probation Period Comments (Evaluator) Comments (Employee)
Score Score

Quantity of Work:
The extent to which the employee accomplishes assigned work of a
specified quality within a specified time period.

Quality of Work:
The extent to which the employee’s work is well executed, thorough,
effective, accurate.

Knowledge of Job:

The extent to which the employee knows and demonstrates how and
why to do all phases of assigned work, given the employee’s length of
time in his/her current position.

Relationship with Supervisor:

The manner in which the employee responds to supervisory
directions and comments. The extent to which the employee seeks
counsel from supervisor on ways to improves performance and
follows same.

Cooperation with Others:

The extent to which the employee gets along with other individuals.
Consider the employee’s tact, courtesy, and effectiveness in dealing
with co-workers, subordinates’ supervisors, and customers.

Attendance and Reliability:
The extent to which employee arrives on time and demonstrates
consistent attendance; the extent to which the employee contacts

supervisor on a timely basis when employee will be late or absent.

This meeting was held virtually via Microsoft Teams.
As agreed, the meeting was recorded for minute purposes and is easily accessible if requested.
Copies of this evaluation must be submitted to HR and placed in the employee’s personnel file.

Please note that should you disagree with the findings of this review; you may refer the matter to the Human Resources Department within 3 working days.

Employee Name & Surname: Employee Initials:
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	IS1: 
	DescriptionRow2: Get a tour of the building and be introduced to departments.
	TrainerRow2: Manager
	Employee Initials Only add your initials once completedRow2: 
	DescriptionRow3: Get introduced to the team, and attain insight into what their portfolio looks like. Discuss the Company organogram and the parties you will work closely with. 
	TrainerRow3: Manager
	Employee Initials Only add your initials once completedRow3: 
	DescriptionRow4: Examples of department rules that must be discussed:
1. Leave Policies 
2. Office Etiquette
3. Internal & External Client lists 
4. Memo, report, Minutes, and document formats 
5. Communication methods ETC. 
6. Any Portals and Systems
	DescriptionRow5: Training on the organization, product and services. Read the Company Profile
	Due DateRow5: First Week
	TrainerRow5: Manager
	Employee Initials Only add your initials once completedRow5: 
	DescriptionRow6: Obrain clarity on ESS, how to apply for leave, and any HR payroll related mattters
	Due DateRow6: ESS login details will be generated by Head Office at the end of the month.
	TrainerRow6: Leon Le Roux
	Employee Initials Only add your initials once completedRow6: 
	DescriptionRow7: To understand the financial side of things – Understand your sales plan, commission rate / GP margin % Target, Capped %, KPIs, Dashboards.
	TrainerRow7: Direct Manager and the relevant Finance Person (Caron Pain / Zayd Cassiem / Ayesha)
	Employee Initials Only add your initials once completedRow7: 
	DescriptionRow8: Exit Routes, Evacuation Process, Regional reps, etc.
	TrainerRow8: Request HR who can provide you with this insight.
	Employee Initials Only add your initials once completedRow8: 
	DescriptionRow9: Manager / Mentor to discuss the JD items line-for-line to ensure proper understanding.
	Due DateRow9: 
	TrainerRow9: Manager
	Employee Initials Only add your initials once completedRow9: 
	DescriptionRow10: Understanding the leave system
Leave Types and Policy
Recruitment Policy
Employee Policies and Procedures
Internal Recruitment and Selection Policy
Emergency Porcedures (Active Shooter Attack; Armed Robbery; Boomb Threats; Choking; COVID; Foreighn Object Parcel; Hostage; Shelter-in-place; Weather; Serious Illness; Injury Policy; Occupational Health & Safety; POPIA; Environmental Regulation for the workplace).
Evacuation Procedure (refer to your relevant entity and region to view)
	DescriptionRow11: The Attitdue Spa
	DescriptionRow12: Time Management
	DescriptionRow13: Self Leadership: Leading Yourself to Excellence
	TrainerRow10: Skills Portal: 
https://skillcentre. epsidongroup.com/
Please request login details by Rentia Keyser
	Employee Initials Only add your initials once completedRow10: 
	Employee Initials Only add your initials once completedRow11: 
	Employee Initials Only add your initials once completedRow12: 
	Employee Initials Only add your initials once completedRow13: 
	Due DateRow11: By the 3rd month of employment
	TrainerRow11: 
	Due DateRow12: 
	TrainerRow12: 
	Due DateRow13: First Week
	TrainerRow13: Manager
	Training ItemsRow1: Office Supplies
	DescriptionRow1: You will receive the necessary stationery, equipment, and resources required to perform your job effectively.
	Due DateRow1: First Day
	TrainerRow1: Manager / Receptionist / Office Manager
	Employee Initials Only add your initials once completedRow1: 
	Training ItemsRow2:  Walkabout and Greetings
	Due DateRow2: First Day
	Training ItemsRow3: Organogram
	Due DateRow3: First Day
	Training ItemsRow4: Department Rules
	Training ItemsRow5: Company Profile
	Training ItemsRow6: Payroll
	Training ItemsRow7: KPIs, Targets, and Sales Plan (if applicable)
	Due DateRow7: First 2 weeks
	Training ItemsRow8: Health and Safety Training
	Due DateRow8: First Week
	Training ItemsRow9: Job Description
	Training ItemsRow10: Explore the skills portal and complete all Human Resources material
	DescriptionRow14: Indemnity
	DescriptionRow15: Emotional Intelligence
	Training ItemsRow11: Anti Bribery & Corruption Training
	DescriptionRow16: Please complete the Anti Bribery and Corruption Training link: https://forms.office.com/r/LDAJr0V5fK
	Due DateRow10: By the 3rd month of employment.
	Employee Initials Only add your initials once completedRow14: 
	Employee Initials Only add your initials once completedRow15: 
	Employee Initials Only add your initials once completedRow16: 
	Employee Initials Only add your initials once completedRow17: 
	Employee Initials Only add your initials once completedRow18: 
	Employee Initials Only add your initials once completedRow19: 
	Employee Initials Only add your initials once completedRow20: 
	Employee Initials Only add your initials once completedRow21: 
	Employee Initials Only add your initials once completedRow22: 
	Training ItemsRow12: Policies & Procedures
	DescriptionRow17: It is the employee’s responsibility to familiarize themselves with the policies and procedures within this group. These may be updated periodically, and new policies may be introduced.

View Policies and Procedures.

	Employee Initials Only add your initials once completedRow23: 
	Training ItemsRow13: System access
	DescriptionRow18: Arrange access to any relevant systems (Accpac, CRM, PowerBi, Skills Portal, System1A, etc)
	Employee Initials Only add your initials once completedRow24: 
	Training ItemsRow14: Probation Review
	DescriptionRow19: Management to explain the probation review process, and share the templates to ensure that everyone is prepped for the meetings.
	Due DateRow14: First Week
	TrainerRow14: Manager
	Employee Initials Only add your initials once completedRow25: 
	Training ItemsRow1_2: 
	DescriptionRow1_2: 
	TrainerRow1_2: 
	Employee Initials Only add your initials once completedRow1_2: 
	Training ItemsRow2_2: 
	Training ItemsRow3_2: 
	Training ItemsRow4_2: 
	TrainerRow4: 
	Employee Initials Only add your initials once completedRow4: 
	Training ItemsRow5_2: 
	Training ItemsRow6_2: 
	Training ItemsRow7_2: 
	Training ItemsRow8_2: 
	Training ItemsRow9_2: 
	Training ItemsRow10_2: 
	Training ItemsRow11_2: 
	Training ItemsRow12_2: 
	Training ItemsRow13_2: 
	IS4: 
	Employee Name  Surname: 
	Employee Initials: 
	IS month 1-2: 
	Has the employee taken on more responsibilities and been able to slowly but surely perform more duties outlined in the Job Description What percentage of the Job Description is the employee currently able to perform: 
	What functions in the Job Description and aspects of this role are not yet being performed and is this acceptable When do you expect these tasks to be performed independently and what is the timeline for achieving this: 
	Would you have expected different results in certain areas or are there specific outcomes you were hoping to see improved or achieved: 
	Were there any action items that the employee was unable to complete successfully or were there any missed deadlines instructions or tasks that resulted in a learning curve: 
	There have been zero complaints or concerns regarding the employees behavior and conduct: 
	The employees general communication with internal and external stakeholders is clear complete and easily understood both in written and verbal form There have been no complaints regarding the way the employee communicates and their interactions are consistently respectful and timely: 
	Referring to the Learning Map do you feel that progress has been successful and up to standard: 
	Referring to the Learning Map are there any additional learning items you feel should be included or do you believe the current listed items will fully support the employee in becoming successful in their role: 
	IS11: 
	Do you believe you have made good progress over the last two months taking on a reasonable amount of responsibility and executing tasks independently: 
	Employee Name  Surname1: 
	Manager: 
	Employment Title: 
	Department: 
	Date28_af_date: 
	IS2-10: 
	IS3: 
	Due DateRow1_2: 
	DescriptionRow2_2: 
	Due DateRow2_2: 
	TrainerRow2_2: 
	Employee Initials Only add your initials once completedRow2_2: 
	DescriptionRow3_2: 
	Due DateRow3_2: 
	TrainerRow3_2: 
	Employee Initials Only add your initials once completedRow3_2: 
	DescriptionRow4_2: 
	Due DateRow4: 
	DescriptionRow5_2: 
	Due DateRow5_2: 
	TrainerRow5_2: 
	Employee Initials Only add your initials once completedRow5_2: 
	DescriptionRow6_2: 
	Due DateRow6_2: 
	TrainerRow6_2: 
	Employee Initials Only add your initials once completedRow6_2: 
	DescriptionRow7_2: 
	Due DateRow7_2: 
	TrainerRow7_2: 
	Employee Initials Only add your initials once completedRow7_2: 
	DescriptionRow8_2: 
	Due DateRow8_2: 
	TrainerRow8_2: 
	Employee Initials Only add your initials once completedRow8_2: 
	DescriptionRow9_2: 
	Due DateRow9_2: 
	TrainerRow9_2: 
	Employee Initials Only add your initials once completedRow9_2: 
	DescriptionRow10_2: 
	Due DateRow10_2: .
	TrainerRow10_2: 
	Employee Initials Only add your initials once completedRow10_2: 
	DescriptionRow11_2: 
	Due DateRow11_2: 
	TrainerRow11_2: 
	Employee Initials Only add your initials once completedRow11_2: 
	DescriptionRow12_2: 
	Employee Initials Only add your initials once completedRow12_2: 
	DescriptionRow13_2: 
	Due DateRow13_2: 
	TrainerRow13_2: 
	Employee Initials Only add your initials once completedRow13_2: 
	snf: First Week
	undefined_2: 
	undefinedrgsf: Manager
	undefinedddd: 
	undefined_2fff: 
	DescriptionRow11zxc: Understanding the leave system.
	DescriptionRow11vhj: Leave Types and Policy.
	DescriptionRow11lok: Recruitment Policy.
	DescriptionRow11qqq: Employee Policies and Procedures.
	DescriptionRow11www: Internal Recruitment and Selection Policy.
	DescriptionRow11eee: Emergency Porcedures (Active Shooter Attack; Armed Robbery; Boomb Threats; Choking; COVID; Foreighn Object Parcel; Hostage; Shelter-in-place; Weather; Serious Illness; Injury Policy; Occupational Health & Safety; POPIA; Environmental Regulation for the workplace).
	DescriptionRowrrr: Evacuation Procedure (refer to your relevant entity and region to view).
	Initialsagl: 
	Initialsfuo: 
	Initialsqwe: 
	Initialslkj: 
	Initialsmki: 
	Initialspqj: 
	Initialsjuh: 
	Are you satisfied with the level of training that you have received to date: 
	Do you feel supported: 
	Are you getting the relevant support guidance and assistance: 
	Were all your training needs met: 
	Did you have a good mentor: 
	Do you have a clear indication of what the business expectations is: 
	What is the business expectation: 
	IS5: 
	Date30_af_date: 
	Referring to the Job Description please provide a detailed outline of the employees key focus areas and the tasks or responsibilities they were exposed to this month: 
	How were those tasks executed this month: 
	How will you measure your employees success in meeting the KPIs and expectations over the next few months Specifically what tools or assessment methods will you use to assess their performance and determine whether they are achieving their goals or if there are areas that require more attention and improvement based on the outlined KPIs: 
	Please outline the tangible KPIs goals objectives and expectations for the SECOND MONTH of the probation period Using the assessment methods youve identified in the previous question provide an evaluation of how these KPIs have been achieved after one month: 
	Please outline the tangible KPIs goals objectives and expectations for the THIRD MONTH of the probation period Using the assessment methods youve identified provide an evaluation of how these KPIs have been achieved after one month: 
	Please describe your employees behavior and conduct including their integration within the working environment Refer to the feedback gathered from 360degree reviews andor peer conversations to support your response: 
	Have there been any separate meetings or important discussions that took place this month: 
	Does your employee demonstrate the ability to integrate well with the team culture and work environment Please provide supporting details: 
	RatingWritten: 
	CommentWritten: 
	RatingVerbal: 
	CommentVerbal: 
	RatingListening Skills: 
	CommentListening Skills: 
	RatingProfesionalism: 
	CommentProfesionalism: 
	RatingPresentation Skills: 
	CommentPresentation Skills: 
	How often do you meet or plan to meet with your employee to ensure they are consistently updated on progress and receive the necessary support: 
	Has there been sufficient progress on the learning map and what key areas need further focus to ensure success in this role: 
	What is your departments mission and vision to ensure clarity on the departments goals and objectives: 
	Date13-mont 1_af_date: 
	IS month 1-1: 
	M1-1: Referring to the Job Description, please provide a detailed outline of the employee’s key focus areas and the tasks or responsibilities they were exposed to this month. 
	M1-2: How were those tasks executed this month?
	M1-4: Please outline the tangible KPIs, goals, objectives, and expectations for the SECOND MONTH of the probation period. Using the assessment methods you’ve identified in the previous question, provide an evaluation of how these KPIs have been achieved after one month.
	M1-3: How will you measure your employee’s success in meeting the KPIs and expectations over the next few months? Specifically, what tools or assessment methods will you use to assess their performance and determine whether they are achieving their goals or if there are areas that require more attention and improvement based on the outlined KPIs.
	M1-6: Please describe your employee’s behavior and conduct, including their integration within the working environment. Refer to the feedback gathered from 360-degree reviews and/or peer conversations to support your response.
	M1-5: Please outline the tangible KPIs, goals, objectives, and expectations for the THIRD MONTH of the probation period. Using the assessment methods you’ve identified, provide an evaluation of how these KPIs have been achieved after one month.
	M1-8: Does your employee demonstrate the ability to integrate well with the team, culture, and work environment? Please provide supporting details.
	M1-7: Have there been any separate meetings or important discussions that took place this month?
	M1-9: How often do you meet, or plan to meet, with your employee to ensure they are consistently updated on progress and receive the necessary support?
	M1-10: Has there been sufficient progress on the learning map, and what key areas need further focus to ensure success in this role?
	M1-11: What is your department’s mission and vision, to ensure clarity on the department’s goals and objectives?
	Your manager has outlined the tasks and experiences youve been exposed to this month Are you satisfied with the integration so far and the responsibilities youve been given: 
	Based on what your manager has shared about your performance this month do you agree with their assessment Are you satisfied with how your first month has been progressing: 
	Is this role what you expected based on how it was explained to you during the interview or pre hiring process: 
	As part of a successful integration do you feel that you have received a proper handover including SOPs policies procedures and any other necessary information Please elaborate on your experience and let us know if there is anything you feel should be shared with you If you require any additional information or have any requests please feel free to point them out during your probation: 
	How satisfied are you with the communication between you and your manager Do you feel that additional catchup sessions would be beneficial Please share your thoughts: 
	Are you kept up to date with your progress and what has the feedback been like so far: 
	Please provide a thorough overview of how you feel you are settling in with your colleagues and adapting to the team dynamic: 
	Are you satisfied with the company culture and the general working conditionsenvironment Please elaborate on your experience so far: 
	How would you rate the internal departmental induction process and did your manager support you in effectively integrating with the team: 
	How helpful is the learning map that you received and do you require any additional learning items to be added: 
	What progress have you made on the learning map and do you require any addition training support andor guidance to master your current position: 
	Do you find the goals objectives and expectations set by your manager for your 2nd and 3rd month probation reviews to be realistic and achievable: 
	What areas do you feel require more attention to detail or progress What are the key gaps you have identified: 
	Are there any challenges that you are currently facing which you want to report: 
	RatingI have clear objectives and direction: 
	RatingI receive regular feedback on my progress: 
	RatingI am comfortable approaching my manager: 
	RatingMy manager makes effort to train guide and support me: 
	RatingPresentation Skills_2: 
	1234512Employee Initials: 
	IS month 1-2111: 
	M1-12: Your manager has outlined the tasks and experiences you’ve been exposed to this month. Are you satisfied with the integration so far and the responsibilities you’ve been given?
	M1-13: Based on what your manager has shared about your performance this month, do you agree with their assessment? Are you satisfied with how your first month has been progressing?
	M1-14: Is this role what you expected, based on how it was explained to you during the interview or pre-hiring process?
	M1-15: As part of a successful integration, do you feel that you have received a proper handover, including SOPs, policies, procedures, and any other necessary information? Please elaborate on your experience, and let us know if there is anything you feel should be shared with you. 
If you require any additional information or have any requests, please feel free to point them out during your probation. 
	M1-16: How satisfied are you with the communication between you and your manager? Do you feel that additional catch-up sessions would be beneficial? Please share your thoughts.
	M1-17: Are you kept up to date with your progress, and what has the feedback been like so far?
	M1-18: Please provide a thorough overview of how you feel you are settling in with your colleagues and adapting to the team dynamic.
	M1-19: Are you satisfied with the company culture and the general working conditions/environment? Please elaborate on your experience so far.
	M1-20: How would you rate the internal departmental induction process, and did your manager support you in effectively integrating with the team.
	M1-21: How helpful is the learning map that you received and do you require any additional learning items to be added? 
	M1-22: What progress have you made on the learning map and do you require any addition training, support, and/or guidance to master your current position?
	M1-23: Do you find the goals, objectives, and expectations set by your manager for your 2nd and 3rd-month probation reviews to be realistic and achievable?
	M1-24: What areas do you feel require more attention to detail or progress? What are the key gaps you have identified?
	M1-25: Are there any challenges that you are currently facing which you want to report?
	Based on the measuring tools identified during the first review as well as the KPIs goals objectives and expectations for MONTH 2 please present the detailed results and outcomes here: 
	Over the last month how would you rate the employees performance progress consistent regressed very slow or acceptable: 
	Based on the KPIs goals objectives and expectations outlined for MONTH 3 would you like to add or adjust anything  for example introducing new tasks or shifting existing responsibilities: 
	Have meetings been necessary to address certain areas of development since the last probation review: 
	As a manager what actions are you taking to ensure the employees success: 
	How likely do you believe it is that your employees probation review will be successful Either way  please elaborate: 
	Month 2 date_af_date: 
	IS9: 
	m2-1: Has the employee taken on more responsibilities and been able to slowly but surely perform more duties outlined in the Job Description? What percentage of the Job Description is the employee currently able to perform?
	m2-2: What functions in the Job Description and aspects of this role are not yet being performed, and is this acceptable? When do you expect these tasks to be performed independently, and what is the timeline for achieving this?
	m2-3: Based on the measuring tools identified during the first review, as well as the KPIs, goals, objectives, and expectations for MONTH 2, please present the detailed results and outcomes here.
	m2-4: Over the last month, how would you rate the employee’s performance progress: consistent, regressed, very slow, or acceptable?
	m2-5: Would you have expected different results in certain areas, or are there specific outcomes you were hoping to see improved or achieved?
	m2-6: Based on the KPIs, goals, objectives, and expectations outlined for MONTH 3, would you like to add or adjust anything — for example, introducing new tasks or shifting existing responsibilities?
	m2-7: Were there any action items that the employee was unable to complete successfully, or were there any missed deadlines, instructions, or tasks that resulted in a learning curve.
	m2-8: Have meetings been necessary to address certain areas of development since the last probation review?
	m2-9: There have been zero complaints or concerns regarding the employee’s behavior and conduct?
	m2-10: The employee’s general communication with internal and external stakeholders is clear, complete, and easily understood, both in written and verbal form. There have been no complaints regarding the way the employee communicates, and their interactions are consistently respectful and timely.
	m2-11: As a manager, what actions are you taking to ensure the employee’s success?
	m2-12: Referring to the Learning Map, do you feel that progress has been successful and up to standard?
	m2-13: Referring to the Learning Map, are there any additional learning items you feel should be included, or do you believe the current listed items will fully support the employee in becoming successful in their role.
	m2-14: How likely do you believe it is that your employee’s probation review will be successful? Either way - please elaborate.
	Do you believe you have met the KPIs expectations goals and objectives that were set for you Please explain why or why not: 
	Are there any areas that you feel need more attention or improvement What do you think can be done to address these areas and make improvements: 
	Do you have a clear understanding of what is expected of you and do you consistently adhere to the outlined requirements deadlines and instructions: 
	How has the working environment and your relationship with colleagues evolved since the previous review How satisfied are you with the current environment youre working in: 
	Are you making progress with your Learning Map and are you on track with the expectations set for you: 
	Do you require any additional training support and  or guidance or do you believe you receive sufficient support and guidance Are there any specific tools or training sessions that you believe would help enhance your success in your role: 
	Were there any action items that you noted in the previous probation review that the company had to adhere to If yes what is the update on this Are there any action items you would like to add  request: 
	What do you need from the company and your manager to achieve optimal success and performance outcomes during your progress meetings Are you being kept informed about your progress: 
	Are there any challenges you are currently facing that youd like to report Do you need any clarification on specific topics: 
	Is there anything youd like to add any changes youd like to suggest or anything else youd like to mention: 
	IS10: 
	m2-15: Do you believe you have made good progress over the last two months, taking on a reasonable amount of responsibility and executing tasks independently?
	m2-16: Do you believe you have met the KPIs, expectations, goals, and objectives that were set for you? Please explain why or why not.
	m2-17: Are there any areas that you feel need more attention or improvement? What do you think can be done to address these areas and make improvements.
	m2-18: Do you have a clear understanding of what is expected of you, and do you consistently adhere to the outlined requirements, deadlines, and instructions?
	m2-19: How has the working environment and your relationship with colleagues evolved since the previous review? How satisfied are you with the current environment you’re working in?
	m2-20: Are you making progress with your Learning Map, and are you on track with the expectations set for you?
	m2-21: Do you require any additional training, support and / or guidance or do you believe you receive sufficient support and guidance? Are there any specific tools or training sessions that you believe would help enhance your success in your role?
	m2-22: Were there any action items that you noted in the previous probation review that the company had to adhere to? If yes, what is the update on this? Are there any action items you would like to add / request? 
	m2-23: What do you need from the company and your manager to achieve optimal success and performance outcomes during your progress meetings? Are you being kept informed about your progress?
	m2-24: Are there any challenges you are currently facing that you’d like to report? Do you need any clarification on specific topics? 
	m2-25: Is there anything you’d like to add, any changes you’d like to suggest, or anything else you’d like to mention? 
	Comments EvaluatorQuantity of Work The extent to which the employee accomplishes assigned work of a specified quality within a specified time period: 
	Comments EmployeeQuantity of Work The extent to which the employee accomplishes assigned work of a specified quality within a specified time period: 
	Comments EvaluatorQuality of Work The extent to which the employees work is well executed thorough effective accurate: 
	Comments EmployeeQuality of Work The extent to which the employees work is well executed thorough effective accurate: 
	Comments EvaluatorKnowledge of Job The extent to which the employee knows and demonstrates how and why to do all phases of assigned work given the employees length of time in hisher current position: 
	Comments EmployeeKnowledge of Job The extent to which the employee knows and demonstrates how and why to do all phases of assigned work given the employees length of time in hisher current position: 
	Comments EvaluatorRelationship with Supervisor The manner in which the employee responds to supervisory directions and comments The extent to which the employee seeks counsel from supervisor on ways to improves performance and follows same: 
	Comments EmployeeRelationship with Supervisor The manner in which the employee responds to supervisory directions and comments The extent to which the employee seeks counsel from supervisor on ways to improves performance and follows same: 
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