


End of Probationary Period Review

As the probationary period nears its conclusion, you need to decide whether you wish to retain the new employee or not – and if so, what other steps may need to be taken to get the most from him or her for the business.
The purpose of this meeting is for the employee and the manager to discuss the past three months and highlight any areas that may need to be addressed as they move forward to permanent employment. Within the initial three months, the basics of the role should be under control; a good grasp of the broad business offering and strong ownership of the role.
If you do decide to dismiss the employee by the end of the probationary period, you should notify them in writing.
Checklist
Book a time, arrange a convenient space and advise the employee of the meeting and the purpose. Allow approximately 30-45 minutes.
Recap on outcome of previous reviews.
Invite the employee to talk about the past three months in total, talk about issues and improvements that they have made. Document issues or concerns raised and come back to them at the close.
Give feedback on performance over the past three months. Highlight any relevant issues with examples if possible.
Discuss issues raised and document specific actions or outcomes.
Set expectations for the next three or six months which will be reviewed at the next performance review.
Discuss appropriate training, retraining, refocus and appropriate time lines.  The employee receives a copy of documented Action Plan.
End positively.

<insert employee’s name>
Meeting: <insert meeting date and time>

Review notes:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Document action plan and ensure employee receives a copy within two working days of the meeting.
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