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1. Open iTrent Electric
2. Click on People in your main menu.
[image: Click on People in your main menu.]
3. Select the employee from your list of reporting employees or by searching for the employee (as shown in the following image).

[image: Select the employee from your list of reporting employees or by searching for the employee]
The person summary card will display.

4. Click on the Probationary Period folder in the LINKS section of the person summary card (the LINKS section is at the bottom).
[image: Click on the Probationary Period folder in the LINKS section of the person summary card (the LINKS section is at the bottom).]
5. Click on “Probationary period form”
The Probationary Period Review form will open:
[image: The Probationary Period Review form will open:]
If the form fails to open please check in the main menu that the Adhoc performance Review and Probationary Period Review forms are highlighted – if the form is not highlighted please contact HR.
[image: – if the form is not highlighted please contact HR.]
6. Click on the Stage that you want to complete the details for. E.g. Stage 1
The form will open showing the key dates at the top:

7. Enter the date the stage review is completed
8. Enter the date the stage review is completed
[image: Enter the date the stage review is completed]
9. Use the Radio buttons to complete the Performance Areas section
[image: Use the Radio buttons to complete the Performance Areas section]
10. Expand the Skills by clicking on the right arrow before ‘Skills’ and review the skills which have been completed
[image: Expand the Skills by clicking on the right arrow before ‘Skills’ and review the skills which have been completed]
11. Tick the Check box if the learning for the stage has been completed
[image: Tick the Check box if the learning for the stage has been completed]
12. Complete the summary section and enter any comments you or the employee would like to make. [image: Complete the summary section and enter any comments you or the employee would like to make]

13. Click Save
[image: Click Save]
14. Click on the employee name to return to the employee summary card.
[image: Click on the employee name to return to the employee summary card.]
15. Repeat these steps for all stages but do not submit the form until all 3 stages are complete and the final question is answered (Has the employee passed the probationary process?).
[image: Repeat these steps for all stages but do not submit the form until all 3 stages are complete and the final question is answered (Has the employee passed the probationary process?).]
16. To submit the form return to the summary page of the form by selecting it in the grey drop down menu:
[image: ]
[image: 1To submit the form return to the summary page of the form by selecting it in the grey drop down menu:]
17. Click on Save.
[image: 1Click on Save.]
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Welcome to your probationary review record.

Please use this online form to record the discussions which take place at each
stage of the process.

The probationary policy and supporting guides can be found in the Human
Resources section on LINC.

Any areas identified where improvements are required should be logged in the
review actions section in the stage when identified.

If you have any queries regarding this form or the probationary period process,
please do not hesitate to contact HR and we will be happy to advise.

HR Direct 01824 706200 or hrdirect@denbighshire.gov.uk
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Please ensure the mandatory e-learning modules are complete, the content of this form is shared with
the employee and agree the date of the next review.

Key Dates

DCC start date 20/11/2017
Position start date 20/11/2017

Continuous service date 08/09/2014

Date of Stage 1 Review

Please enter date complete (DD/MM/YY)
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Comments can include actions or support which has been agreed, reasonable adjustments or mitigating
factors.

Please contact HR if you require guidance.
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