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As	your	new	starter’s	probation	period	comes	to	an	end,	it’s	time	for	you	to	sit	down,	reflect	and	plan	next	steps.	But	are	you	asking	the	right	questions	in	your	probationary	review?	It’s	important	to	remember	this	is	a	two-way	conversation	where	the	employee	shares	their	thoughts	too.	So,	learn	what	to	say	to	make	sure	it’s	effective.	The	purpose	of
a	probation	period	is	to	give	you	time	to	assess	a	new	recruit’s	abilities	and	fit	with	the	organization.	And	to	let	your	new	employee	see	how	they	like	the	job,	culture,	and	work	environment.	It	also	serves	as	an	important	performance	conversation,	making	the	right	probationary	review	questions	vital.	As	you	read	on,	you’ll	find:	Many	organizations	use
probationary	periods	with	new	hires.	They’re	a	way	to	assess	how	well	someone	meets	the	expectations	of	their	new	role	and	whether	they’ll	be	a	great	addition	to	your	business	for	the	long	term.	They’re	also	a	chance	for	the	employee	to	give	you	their	feedback	–	an	element	which	is	often	forgotten.	Probationary	reviews	are	similar	to	other	formal
reviews	or	1:1	meetings.	Their	effectiveness	hinges	entirely	on	the	questions	you	ask	and	what	you	do	with	the	feedback.	They’re	a	valuable	learning	opportunity	for	both	you	and	the	employee,	regardless	of	whether	the	individual	passes	or	not.	And	they	should	form	an	essential	part	of	your	onboarding	process.	Feedback	from	probationary	reviews
can	also	be	combined	with	information	from	exit	interviews	for	greater	insight	into	employee	turnover	or	issues	with	the	workplace	culture.	The	important	thing	is	to	accept	the	feedback	and	reflect	on	it	so	you	can	make	improvements	for	current	and	future	employees.	Good	managers	use	regular	employee	check-ins	throughout	the	probationary
period.	You	want	to	know	how	your	new	hire	is	getting	on,	and	weekly	touch	points	allow	new	employees	to	share	early	wins	and	challenges.	They	also	encourage	them	to	ask	for	help.	At	the	same	time,	you	can	offer	guidance	and	feedback	to	ensure	your	new	employee	is	developing	the	skills	they	need	to	be	successful	in	the	role.		And	gather
information	which	helps	you	assess	overall	performance	when	you	reach	the	formal	probation	review.	So,	what	questions	should	you	ask	in	that	probationary	review	to	make	sure	you	and	your	employee	are	getting	the	feedback	you	need?	Learn	more	about	the	benefits	of	probation	reviews	When	you	approach	the	end	of	the	probation	period,	there
are	four	key	areas	you	need	to	focus	on:	By	asking	questions	about	these	four	areas,	both	you	and	the	employee	can	check	it’s	the	right	fit.	And	you	can	spot	opportunities	for	development	and	improvement	on	both	sides.	1.	How	would	you	describe	your	performance	over	the	past	3	months?	Some	great	probationary	review	questions	are	open-ended,
as	they	don’t	lead	the	employee	or	limit	them	to	a	yes/no	answer.	This	one	is	a	good	question	for	contextualizing	performance.	If	a	failed	employee	thinks	they’re	performing	brilliantly,	it’s	probably	time	to	review	your	feedback	capabilities.	For	successful	hires,	you	can	use	it	as	a	way	to	reflect	on	their	successes.	Either	way,	it’s	an	essential	question
for	achieving	a	shared	understanding	between	you	and	your	employee.	2.	What	did	you	feel	negatively	affected	your	performance?	What	problems	or	blockers	has	your	employee	encountered?	Positioning	the	question	this	way	gives	them	permission	to	raise	concerns	about	office	equipment,	a	problematic	manager,	or	noisy	and	disrespectful
colleagues.	In	an	ideal	world,	you’ll	already	have	provided	support	to	address	their	concerns.	But	if	there’s	something	new,	this	question	provides	valuable	context	that’s	worth	considering	as	you	assess	overall	performance.	3.	How	has	working	here	compared	to	your	expectations?	This	is	always	a	useful	question	to	ask,	especially	if	the	employee’s
failing	their	probationary	period.	Sometimes	the	expectations	a	company	sets	is	what	leads	to	that	result.	A	recruitment	ad	may	promise	a	lively	atmosphere	and	flexible	working.	That	isn’t	the	same	as	everyone	overworking,	albeit	from	home,	and	camaraderie	centered	on	how	terrible	it	is	to	work	here.	If	the	reality	of	working	for	you	doesn’t	match
the	picture	you’ve	painted,	you’re	heading	for	a	lack	of	engagement	and	increasing	employee	turnover	(unless	you	take	actions	to	address	it).	4.	How	well	do	you	understand	the	expectations	of	your	role?	More	than	half	of	UK	employees	entering	the	workforce	lack	the	necessary	digital	skills	to	succeed.	Meanwhile,	only	9%	of	US	employees
agreed	they	regularly	know	what’s	going	on	in	their	company.	So	how	can	you	expect	them	to	work	effectively?	Use	this	probationary	review	question	to	explore	what	your	employee	thinks	your	expectations	are.	Where	is	there	a	shared	understanding?	What’s	missing?	It	may	also	start	to	explain	the	cause	if	you	find	many	of	your	new	hires	are
unsuccessful.	5.	What	do	you	feel	are	your	greatest	strengths?	Strengths-based	management	is	one	of	the	strongest	tools	you	can	apply	for	building	employee	self-motivation.	So,	asking	this	question	should	be	a	no-brainer	and	there’s	a	good	chance	you	asked	it	during	the	interview	process.	But	things	change.	Three	to	six	months	in	a	new	role	can
help	employees	identify	new	strengths.	People’s	strengths	are	often	the	things	they	get	excited	about,	and	that	drives	their	commitment	to	the	role.	Using	strengths-based	management,	you	can	enable	your	employees	to	thrive	and	take	pride	in	their	work.	You	can	also	look	at	new	ways	to	develop	those	skills	which	will	benefit	the	business,	while	also
looking	to	improve	any	weaker	areas.	6.	What	would	you	like	to	achieve	in	the	next	six	months?	Goal-setting	is	vital	for	the	effective	development	of	your	people,	not	just	during	probation	reviews,	but	every	time	your	employees	answer	their	check-in	questions.	Whilst	organizational	goals	and	targets	obviously	need	to	be	a	focus,	all	your	people
(especially	new	recruits)	should	have	personal	goals	to	aim	for	too.	These	are	most	beneficial	when	they’re	set	by	the	individual	and	supported	by	their	manager.	So,	dig	in	and	find	out	what	your	employee	is	looking	to	get	out	of	their	next	six	months	with	you.	Probationary	review	questions	will	help	you	identify	how	you	can	help	them	achieve	that.	7.
Is	there	anything	you	would	change	about	how	you	approach	your	work?	Don’t	just	leave	this	as	a	yes/no	answer;	explore	the	detail.	You	can	get	excellent	insight	into	both	yours	and	your	employee’s	approach.	If	there’s	nothing	they’d	change,	you	may	already	have	a	strong	emphasis	on	employee	autonomy.	But	if	employees	are	expected	to	follow	a
rigid	protocol,	this	question	can	highlight	potential	flaws	in	your	method	because	you	get	the	benefits	of	fresh	eyes.	Sometimes	existing	processes	slow	things	down.	Openly	asking	new	employees	for	ideas	and	suggestions	can	lead	to	significant	improvements	in	the	process,	not	just	for	them,	but	for	the	whole	team.	That	said,	there	will	be	some
instances	where	a	specific	method	is	necessary.	So	this	can	also	be	a	way	to	revisit	certain	process	steps	and	why	they’re	so	important.	8.	How	can	I	help	you	develop	over	the	next	6	months?	Essential	to	being	a	great	manager	is	the	ability	to	effectively	support	your	people	and	help	them	grow.	It’s	hard	to	do	that	well	without	asking	them	what	they
need.	New	starters	are	often	going	to	be	more	demanding	of	your	help	to	start	with.	Yet	understanding	the	skills	they	want	to	focus	on	and	identifying	how	you	can	make	that	happen	with	a	little	effort	now	sets	them	(and	you)	up	for	success	moving	forward.	9.	How	do	you	see	your	future	with	us	progressing?	If	their	performance	isn’t	great,	and
you’re	considering	terminating	employment,	this	question	may	be	irrelevant.	For	potential	probationary	review	passers,	however,	it’s	good	to	know	more	about	career	aspirations.	Asking	about	their	future	sets	the	scene	for	ongoing	expectations.	Will	you	be	able	to	meet	their	desires?	Are	they	being	realistic	about	the	skills	you’ve	observed	from	them
so	far?	While	their	answer	won’t	impact	your	assessment	of	their	performance,	it	does	give	you	an	opportunity	to	talk	about	what’s	next.	After	all,	your	new	employee	is	making	a	decision	here	as	much	as	you	are,	so	if	you	can’t	support	the	career	they	want,	they’ll	likely	prefer	you	be	upfront	with	them	now.	10.	What	could	we	have	done	differently	to
improve	your	probationary	period?	It’s	unlikely	your	new	employee’s	experience	has	been	100%	perfect.	There	are	always	learnings	and	improvements	to	be	made.	Ask	questions	that	encourage	honest	feedback	during	the	probation	review	and	find	out	what	you	can	do	better.	Perhaps	there	wasn’t	a	clear	training	plan,	or	a	cheat	sheet	for	internal
jargon.	Even	simple	things	like	this	can	make	a	difference	to	your	team.	And	it	helps	you	to	not	only	build	a	better	onboarding	experience	for	any	future	new	starters,	but	also	strengthen	trust	and	rapport	with	your	existing	team	members.	11.	What	questions	do	you	have	for	me	as	part	of	this	probation	review?	Remember,	this	is	a	two-way
conversation,	and	this	question	opens	the	floor	for	your	employee	to	get	involved.	You	could	ask	‘do	you	have	any	questions’	but	that	really	looks	for	a	one-word	answer	and	often	shuts	the	conversation	down.	Recognizing	the	employee	likely	will	have	questions,	and	encouraging	them	to	ask	you	in	a	safe	and	supportive	space,	means	they’re	making	an
informed	decision	about	their	future	too.	So	be	open	and	honest	in	your	answers,	and	build	on	your	relationship.	That’s	what	will	create	the	most	effective	team	going	forward.	How	to	manage	through	tough	times	The	questions	above	give	you	a	solid	framework	for	when	you	next	approach	probationary	reviews.	They	cover	the	main	areas	of
performance,	development	and	improvement	which	are	essential	to	bringing	the	right	people	into	your	team.	The	probationary	review,	however,	isn’t	the	only	conversation	you	should	have	with	a	new	hire	when	they	start	working	for	you.	So	make	sure	you	set	things	up	right	with	regular	check-ins	and	support	to	give	them	the	best	possible	chance	of
success.				Efficient	probation	reviews	are	key	to	assessing	new	hires	and	setting	them	up	for	success.	Our	comprehensive	template	makes	it	easy	to	evaluate	progress,	provide	feedback,	and	set	clear	expectations.	Say	goodbye	to	confusion	and	hello	to	smoother,	more	effective	reviews.	Get	your	free	copy	of	the	“Probation	Review	Template”	today	and
simplify	your	employee	assessments.	As	an	employer	or	business	owner,	conducting	probation	review	meetings	is	a	key	aspect	of	managing	a	new	hire's	probation	period.	These	meetings	provide	you	with	a	valuable	opportunity	to	assess	a	new	employee.	It's	during	these	probationary	review	meetings	that	you	can	delve	into	specific	aspects	of	their
performance	and	ensure	they're	on	track	to	meet	your	company's	expectations.	In	this	article,	we'll	focus	on	how	to	conduct	effective	probation	review	meetings	and	ask	the	right	questions	to	ensure	a	thorough	evaluation.	What	are	probation	review	meetings?	The	probation	meeting	is	part	of	the	probation	period	for	a	new	employee.	It's	an	essential
aspect	of	the	probation	review	process	that	provides	you	with	a	structured	opportunity	to	evaluate	a	new	hire's	performance,	behaviour,	and	overall	fit	within	your	business.	The	probationary	period	is	a	trial	period	for	both	the	employee	and	the	employer	to	confirm	that	the	employment	relationship	aligns	with	their	expectations	before	continued
employment.	Every	business	sets	its	own	probation	period,	which	is	typically	outlined	in	your	employee's	contract	or	employment	contracts	and	will	end	with	one	final	probation	review	meeting.	While	probation	periods	and	probationary	review	meetings	are	not	legally	required	in	the	UK,	it's	best	practice	to	have	them	as	part	of	your	onboarding
process.	Why	are	probationary	reviews	important?	Conducting	employee	probation	review	meetings	is	important	for	several	reasons,	including:	Performance	evaluation	Probation	reviews	provide	you	with	valuable	insights	into	your	employee's	performance	during	the	initial	stages	of	their	employment.	This	performance	review	allows	you	to	identify
any	areas	of	strength	or	performance	issues	and	address	them	promptly.	Alignment	with	company	expectations	Probation	reviews	allow	you	to	confirm	that	new	hires	understand	and	align	with	your	company's	values,	culture,	and	expectations.	It	provides	an	opportunity	to	clarify	any	misunderstandings	and	set	clear	expectations	for	new	employees
moving	forward.	Employee	development	Through	helpful	feedback	and	guidance,	probation	reviews	offer	employees	the	opportunity	to	improve	their	skills,	knowledge,	and	performance.	It	facilitates	their	professional	development	and	enhances	their	chances	of	success	within	your	business.	How	to	conduct	a	successful	probation	review	meeting
Conducting	a	probation	review	meeting	requires	careful	planning	and	preparation	to	ensure	that	it's	productive	and	meaningful	for	both	you	and	the	new	employee.	Preparing	for	the	probation	review	meeting	Before	the	probation	review	meeting,	it's	essential	to	gather	all	relevant	documentation	related	to	the	employee's	performance	during	their
probationary	period.	This	may	include	any	performance	reviews	or	appraisals,	feedback	from	colleagues	or	clients,	and	any	relevant	metrics	or	KPIs.	Take	the	time	to	review	this	information	thoroughly	to	ensure	you	have	a	clear	understanding	of	the	employee's	performance	and	any	areas	that	may	need	improvement.	Setting	the	agenda	When
scheduling	the	probation	review	meeting,	clearly	outline	the	agenda	and	objectives	to	the	employee.	Let	them	know	what	topics	will	be	discussed,	such	as	the	employee's	development,	performance,	areas	for	improvement,	and	goals	for	the	future.	Providing	this	information	in	advance	allows	the	employee	to	prepare	and	ensures	that	both	parties	are
on	the	same	page.	Encouraging	open	dialogue	Throughout	the	probation	review	meeting,	encourage	open	dialogue	and	active	participation	from	the	employee.	Listen	attentively	to	their	responses	and	provide	constructive	feedback	where	necessary.	Creating	a	safe	and	supportive	environment	will	help	the	employee	discuss	feedback	honestly	and	can
lead	to	productive	two-way	communication	and	collaboration.	Leading	to	increased	employee	satisfaction,	productivity,	and	retention.	Setting	clear	expectations	Before	concluding	the	probation	review	meeting,	ensure	that	clear	expectations	have	been	set	for	the	employee’s	performance	management	moving	forward.	This	includes	discussing	any
areas	for	improvement,	setting	goals,	additional	training,	and	objectives,	and	outlining	the	support	or	resources	available	to	help	them	succeed.	Extending	the	probation	period	In	some	cases,	it	may	be	necessary	to	extend	an	employee's	probationary	period	if	additional	time	is	needed	to	assess	their	performance	or	address	any	concerns.	If	you	decide
to	extend	the	probation	period,	clearly	communicate	this	decision	to	the	employee	during	the	probation	review	meeting,	along	with	specific	reasons	for	the	extension	and	any	expectations	moving	forward.	Provide	them	with	a	timeline	for	the	extended	probation	period	and	outline	the	steps	they	need	to	take	to	meet	the	required	standards.
Documenting	the	meeting	After	the	probation	review	meeting,	document	the	key	points	discussed,	any	agreements	reached,	and	any	actions	to	be	taken	moving	forward.	Keeping	thorough	records	of	the	meeting	ensures	clarity	and	accountability	for	both	parties.	Asking	the	right	probation	review	meeting	questions	During	the	probation	review
meeting,	asking	the	right	questions	is	crucial	to	gather	valuable	insights	into	the	employee's	performance	and	development	and	will	ensure	an	effective	evaluation.	Here	are	some	examples	of	probation	review	questions	to	guide	your	discussion:	Performance	and	job	duties	How	do	you	feel	you've	performed	in	your	role	during	the	probationary	period?
Can	you	provide	specific	examples	of	tasks	or	projects	you've	completed	successfully?	Have	you	encountered	any	challenges	in	performing	your	job	duties?	If	so,	how	have	you	addressed	them?	Adaptability	and	fit	How	well	do	you	feel	you've	adapted	to	our	company	culture	and	work	environment?	Do	you	believe	your	skills	and	experience	align	with
the	requirements	of	your	role?	Have	you	faced	any	difficulties	integrating	into	your	team	or	working	with	colleagues?	If	so,	how	have	you	handled	them?	Communication	and	collaboration	How	would	you	rate	your	communication	skills	and	ability	to	collaborate	with	others?	Can	you	provide	examples	of	how	you've	contributed	to	team	projects	or
initiatives?	Have	you	experienced	any	communication	challenges	or	conflicts	with	colleagues?	If	so,	how	have	you	resolved	them?	Performance	review	improvement	and	development	Are	there	any	areas	where	you	feel	you	need	additional	support	or	training	to	perform	your	job	more	effectively?	What	steps	have	you	taken	to	improve	your	skills	or
knowledge	during	the	probationary	period?	How	do	you	envision	your	professional	development	within	the	company	moving	forward?	Goal	setting	and	expectations	What	are	your	career	goals	and	aspirations,	and	how	do	you	see	yourself	contributing	to	the	company's	success?	Are	there	any	specific	goals	or	objectives	you'd	like	to	work	towards	in	the
next	phase	of	your	employment?	How	can	we	best	support	you	in	achieving	your	goals	and	fulfilling	your	potential	within	the	business?	By	asking	the	right	questions,	encouraging	open	dialogue,	and	setting	clear	expectations,	you	can	effectively	evaluate	your	employees'	performance	and	provide	them	with	the	support	and	guidance	they	need	to	excel
in	their	roles.	How	BrightHR	can	help	with	probationary	reviews	Preparing	invitations,	conducting	meetings	and	everything	that	follows	requires	a	lot	of	paperwork	and	time.	However,	with	BrightHR's	document	library	which	contains	a	vast	collection	of	professionally	drafted	documents,	carrying	out	your	employee	probation	reviews	won't	be	a
problem.	Included	in	the	HR	document	library	is:	Probation	invite	letter	Probation	review	form	Outcome	of	probationary	review	meeting	Probation	review	guidance	All	of	which	you	can	customise	and	tailor	specifically	to	your	business	needs.	Storing	your	employee’s	documentation	securely	is	a	vital	part	of	your	responsibilities	as	an	employer.	Not	to
mention	the	documents	you	are	legally	required	to	store.	That’s	why	BrightHR	software	comes	with	unlimited	and	secure	cloud-based	storage	for	your	HR	documents.	You	can	upload	multiple	documents	at	once,	share	them	with	your	employees	and	meet	your	legal	record-keeping	obligations	by	maintaining	an	archive	of	all	your	documents.	As	a
business	owner,	there	is	already	so	much	on	your	plate.	So,	it’s	not	unusual	if	it	skips	your	mind	when	new	employees'	probation	reviews	are	coming	up.	But	with	BrightHR	you	can	set	reminders	for	when	review	meetings	are	due,	ensuring	that	you	take	the	appropriate	actions	at	the	right	time	without	forgetting	important	deadlines.	And	forget	about
doubting	yourself,	with	our	24/7	HR	and	employment	law	advice	line,	you	can	gain	peace	of	mind	and	the	confidence	that	every	step	you	take	is	legally	sound	and	in	the	best	interest	of	your	business	and	employees.	Beyond	probation	reviews,	BrightHR	has	all	the	tools	you	need	to	transform	your	people	management,	with	support	for	you,	your
business,	and	your	employees.	Not	a	BrightHR	customer?	Speak	to	one	of	our	software	specialists	today	and	see	for	yourself	how	BrightHR	can	help	you	with	the	probation	review	process	and	so	much	more.	Frequently	asked	questions	What	happens	if	an	employee	fails	their	probationary	period?	Following	a	failed	probation	period,	it's	essential	to
follow	the	procedures	outlined	in	their	employment	contract	and	company	policy.	This	may	include	providing	feedback	on	their	performance,	discussing	areas	for	improvement,	extending	the	probation	period,	and	dismissing	their	employment	if	necessary.	What	happens	after	the	probation	review	meeting?	After	the	probation	meeting,	both	the
employer	and	the	employee	should	be	clear	on	any	actions	or	expectations	moving	forward.	This	may	include	setting	goals,	addressing	areas	for	improvement,	or	outlining	any	additional	support	or	resources	needed.	It's	essential	to	follow	up	on	these	discussions	and	monitor	the	employee's	progress	accordingly.	You’ve	made	it	to	the	end	of	your
probation	period.	Nearly.	All	that	stands	in	your	way	to	career	superstardom	is	the	dreaded	end	of	probation	review.	It	can	feel	like	a	step	into	the	unknown.	Depending	on	how	long	your	probation	period	is,	you	may	still	feel	like	a	newbie	who’s	just	learning	the	ropes.	So,	how	are	you	preparing	for	your	probation	review	meeting?	This	is	your	first
mini-performance	review	with	the	boss,	so	you’ll	want	to	smash	it!	*Bonus:	Get	your	fully	customizable	Probation	Review	Template	at	the	end	of	this	article*	It’s	a	daunting	final	step	before	you	get	to	toss	your	L-plates	and	rest	a	little	easier	about	job	security.	To	make	preparing	for	your	probation	review	easier,	we’ve	pulled	together	ten	useful	tips
for	you.	These	will	help	you	go	in	calm,	collected	and	ready	to	rock:	Before	your	probation	review,	go	over	your	job	description	again.	It	will	help	you	get	a	clearer	idea	of	what	your	manager	might	ask	or	reflect	on	during	the	session.	Pull	out	frequently	used	terms	or	points	in	the	description	and	then,	think	about	how	you’ve	performed	against	them.
How	are	you	meeting	the	job	criteria?	Which	aspects	of	the	job	have	you	covered	so	far?	This	review	gives	you	a	strong	list	of	talking	points	to	go	through	during	your	probation	review	with	your	manager.	And	you’ll	have	a	better	idea	of	what	you’re	being	assessed	against.	You	may	even	spot	some	glaring	discrepancies	between	how	the	job	was
described	and	what	your	experience	has	been.	Be	sure	to	note	down	any	questions	you	need	to	raise	around	this	during	the	meeting.	While	your	role	might	be	new	to	you,	many	probation	reviews	start	by	focusing	on	three	key	questions:			What	have	you	enjoyed	working	on?	Is	there	anything	you	haven’t	enjoyed	working	on?	What	have	you	learned	so
far?	Review	the	work	you’ve	done	to	date	and	think	about	your	answers.	Also	consider	if	there’s	anything	you	were	hoping	or	expecting	to	have	worked	on	that	you	haven’t	yet.	And,	while	you	won’t	need	to	review	every	piece	of	work	in	detail,	consider	any	challenges	you	faced	when	completing	certain	projects	work	and	identify	potential	solutions	you
could	apply	next	time	they	crop	up.	Top	benefits	of	probation	reviews	Take	some	time	to	reflect	on	what	you’ve	learned	so	far.	Use	your	end	of	probation	preparation	to	consider:	Any	training	you’ve	benefited	from	and	how	you’ve	applied	it	How	well	you’ve	picked	up	company	procedures	and	IT	systems	Examples	of	where	you’ve	integrated	well	into
the	company	culture	And	speak	to	colleagues	too	–	they	may	well	remember	things	you’ve	forgotten	which	you	can	add	into	your	discussion	with	your	manager.	This	is	your	opportunity	to	demonstrate	your	increasing	value	to	the	company	and	to	share	how	you	like	to	learn.	Use	the	chance	to	tell	your	manager	the	things	which	help	you	perform	at
your	best	so	you	can	do	more	of	this	going	forward.	It’s	always	a	great	idea	to	canvass	other	people	for	their	opinions,	especially	when	it	comes	to	your	work	performance.	We	can	become	a	bit	blinkered	to	our	own	performance	at	work,	so	finding	out	what	others	think	is	always	useful.	Ask	your	peers	and	co-workers	how	you	come	across,	what	they
think	of	your	work,	and	how	well	you	collaborate	and	communicate	with	them.	As	a	result,	you’ll	build	a	more-rounded	view	of	yourself	and	likely	get	a	good	idea	of	what	your	manager	is	about	to	say	too.	Just	remember,	inviting	feedback	won’t	always	be	positive.	There	may	be	some	learning	points	in	there	too.	Take	these	as	the	useful	and	important
pieces	of	feedback	they’re	intended	to	be.	As	far	as	possible,	don’t	take	anything	shared	personally.	Instead,	look	for	any	areas	of	development	which	might	show	themselves	through	your	conversations.	If	you	don’t	want	to	ask	directly,	360-degree	feedback	is	a	great	tool	for	this.	Ask	your	manager	if	the	company	has	anything	you	could	use	to	help
collect	this	information.	It	sounds	obvious,	but	you’ll	get	more	out	of	your	end-of-probation	review	if	you	receive	feedback	that	helps	you	progress.	As	you	prepare	for	your	probation	review	meeting,	think	about	where	and	how	your	manager	can	support	you.	What	guidance	can	they	offer	that	will	help	you	grow?	Do	you	want	feedback	on	a	particular
topic	or	delivered	in	a	particular	way?	Then	note	down	the	questions	you	want	to	ask	your	manager	to	make	sure	you	get	the	input	you	need.	For	example:	How	well	have	you	picked	up	your	duties	and	where	can	you	improve?	What	are	their	thoughts	on	the	speed	at	which	you’re	taking	to	the	job?	Can	they	see	any	sticking	points	in	your	work	which
you’re	missing,	but	might	hold	you	back?			They	will	have	their	own	questions,	but	being	prepared	with	these	makes	it	much	easier	for	your	manager	to	share	their	thoughts	honestly.	There	may	well	be	areas	of	improvement	which	you	can	both	identify.	And	the	best	way	to	address	them	is	to	be	able	to	talk	about	them	openly	and	get	clear	on	your
suitability	for	the	job.	*Bonus:	Get	your	fully	customizable	Probation	Review	Template	at	the	end	of	this	article*	Many	employees,	and	managers,	forget	that	a	probation	review	is	a	two-way	conversation.	So	use	your	end-of-probation	review	to	discuss	whether	the	job’s	met	your	expectations.	Think	about:	How	did	you	imagine	the	role	when	you	first
saw	it?	What	about	when	you	were	interviewed?	What	did	you	think	on	your	first	day?	What	do	you	think	about	it	now?	Be	confident	to	share	whether	your	expectations	are	being	met	or	missed.	This	is	vital	information	for	your	manager.	(And	a	great	manager	will	want	alignment	between	your	expectations	and	those	of	the	business).	You	should	be
honest	with	your	manager.	If	there’s	something	you	expected	to	be	doing	more	or	less	in	your	role,	tell	them.	Your	manager	should	be	able	to	help	you	understand	the	mismatch	and	where	possible,	look	to	help	to	address	it.	And	don’t	just	focus	on	the	role.	You	need	to	assess	whether	it’s	the	right	position	for	you	overall.	Your	probation	review	is	an
opportunity	to	flag	any	concerns	or	issues	which	might	be	affecting	your	long-term	commitment.	Your	manager	will	want	to	know	so	they	can	take	steps	to	resolve	them	and	create	a	better	environment	for	you	and	your	team.			Calling	out	the	things	you’re	less	good	at	isn’t	something	that	comes	naturally	to	most	people.	But	your	probation	review	is	a
brilliant	opportunity	to	nip	issues	in	the	bud	and	get	invaluable	support	early.	If	you’re	struggling	with	any	aspects	of	your	role,	speak	to	your	manager	about	it.	And	ask	for	help	now.	Prepare	for	your	probation	review	by	thinking	about	any	challenges	you’ve	faced.	It	might	be	completing	specific	projects,	managing	your	workload,	or	even	finding	your
way	around	the	building.	Talking	about	challenges	these	not	only	helps	create	an	open	relationship	with	your	manager,	it	also	gives	you	a	chance	to	get	the	help	you	need.	And	if	there’s	something	you	need	to	go	back	over,	be	upfront	about	it.	Chances	are	your	manager’s	already	noticed	it’s	an	issue	anyway,	and	it’s	far	easier	to	help	people	who	want
it.	We	aren’t	suggesting	you	walk	in	after	three	months	and	demand	a	pay	rise	and	a	promotion	(unless	you’ve	earned	it).	But,	as	you	prepare	for	your	probation	review	meeting,	do	take	the	opportunity	to	reflect	on	how	you	can	progress	internally.	Assuming	you’re	doing	well,	this	can	be	a	positive	sign	that	you’re	committed	to	the	company	and	see
yourself	being	there	for	a	while.	So,	when	preparing	for	your	review	meeting,	think	about	your	career	progression:	What	do	you	want	to	achieve	over	the	next	6	months?	Where	do	you	want	to	be	in	2	years?	How	about	in	5	years?	Wherever	you	want	to	be,	build	up	a	clear	picture	of	what	that	looks	like.	From	there,	your	manager	can	help	you	to	plan	a
route	and	set	personal	goals	to	keep	you	moving	in	the	right	direction.	Make	sure	you	know	where	you	need	to	be,	what	time,	and	when.	Lots	of	people	aren’t	keen	on	probation	reviews	(even	though	they’re	really	important).	Help	create	a	great	atmosphere	by	turning	up	prepared	and	ready	to	go.	It	makes	it	easier	for	you	and	your	manager,	and
creates	a	strong	impression	of	someone	who	knows	their	value.	As	any	good	scout	knows,	preparation	is	the	key	to	success	in	any	endeavor.	Preparing	for	a	probation	review	is	no	different.	By	reflecting	and	planning	what	you’d	like	to	say	and	cover,	you	feel	more	confident	about	having	the	conversation.	Focus	on	the	job	you’ve	done	so	far,	where
you’d	like	to	go	next	and	how	you	are	going	to	get	there.	Be	honest	and	open	with	your	manager	–	they’re	far	more	likely	to	help	you	more	if	they	feel	you’re	open	with	them.	And,	if	you	can,	enjoy	your	probation	review.	This	is	your	chance	to	reflect	on	what	you’ve	achieved	and	learned	–	and	there	are	always	positives	to	take	from	that.	Whatever	level
you	are	in	the	organization,	your	probation	review	will	happen	at	some	point,	so	be	prepared.	Invest	in	it	and	use	it	as	a	chance	to	structure	your	thoughts,	consider	what	happens	next,	and	have	an	informed	and	productive	conversation	with	your	manager.	And,	whatever	the	outcome,	best	of	luck	with	your	career.	Efficient	probation	reviews	are	key
to	assessing	new	hires	and	setting	them	up	for	success.	Our	comprehensive	template	makes	it	easy	to	evaluate	progress,	provide	feedback,	and	set	clear	expectations.	Say	goodbye	to	confusion	and	hello	to	smoother,	more	effective	reviews.	Get	your	free	copy	of	the	“Probation	Review	Template”	today	and	simplify	your	employee	assessments.
Probationary	reviews	give	you	and	your	new	employee	a	chance	to	openly	discuss	the	role	and	the	employee's	suitability.Use	our	guide	to	help	you	set	up	and	conduct	a	formal	meeting	where	you	can	clarify	expectations,	address	concerns	and	identify	training	and	skills	gaps	at	the	end	of	your	new	employee's	probationary	period.Most	probationary
periods	last	3	months	but	you	might	opt	for	a	period	that	is	shorter	or	longer.	A	probation	review	is	a	style	of	performance	appraisals	consisting	of	meeting	at	the	end	of	an	employee's	probationary	period	to	assess	their	performance	and	decide	on	a	extension	of	employment.	They	most	typically	occur	somewhere	between	3-6	months	from	an
employee's	hire	date.	In	general,	a	probation	review	meeting	provides	an	opportunity	for	a	manager	to	evaluate	the	employee's	present	performance,	offer	helpful	feedback	and	determine	their	overall	probation	status.	They	typically	last	around	an	hour,	but	this	varies	by	organisation.	A	probation	review	is	both	mandatory	and	optional.	It	is	mandatory
to	run	them	when	it	comes	to	continued	employment,	but	they	are	optional	in	how	you	choose	to	run	them	(because	there	is	no	set	legal	standard).	Organisations	have	free	reign	to	conduct	a	review	that	comports	with	their	values,	culture	and	working	style.	Download	our	performance	review	template	to	help	your	teams	design,	structure	and	run
performance	reviews	that	truly	make	the	grade.	Grab	your	copy	for	free	right	now.	Find	your	copy	hereLet’s	take	a	quick	step	back	and	talk	about	probation	periods.	If	you	choose	to	include	a	probationary	period	in	your	employment	contracts,	make	sure	you	cover	the	basics,	including;How	long	it	will	lastIf	it	can	be	extended	(and,	if	so,	under	what
circumstances)Whether	an	employee	can	appeal	if	their	period	is	not	completed	or	if	a	decision	is	made	not	to	continue	their	employment	The	contract	should	also	state	when	interim	reviews,	if	any,	will	take	place	(e.g.	weekly	meetings)	and	how	they	will	be	informed	of	the	next	steps,	once	their	probation	is	over.While	a	probationary	review	may
seem	like	an	extra	step	in	an	already-long	hiring	process,	it	is	still	a	crucial	part	of	the	employee	lifecycle.	Probation	reviews	help	assess	how	an	employee	is	doing,	how	they	might	improve	and	how	the	organisation	can	improve,	too.	If	we	consider	both	the	benefit	of	the	employee	and	of	the	organisation,	we	can	start	to	draw	out	a	compelling	case	for
focusing	in	on	probation	reviews.	While	many	organisations	may	view	them	as	a	tickbox	exercise,	they	can	be	much	more:For	employers,	they	provide	a	structured	way	to	assess	whether	a	new	hire	is	meeting	expectations	and	thriving	in	the	role.For	employees,	probationary	reviews	offer	valuable	feedback	and	a	chance	to	voice	any	concerns	or
challenges.	This	level	of	two-way	communication	and	collaboration	can	have	a	positive	knock-on	effect	when	it	comes	to	employee	satisfaction,	productivity	and	retention.As	far	as	employment	law	is	concerned,	no.	Probation	reviews	are	not	legally	required	in	the	UK.	But	as	far	as	contract	law	is	concerned,	they’re	a	good	idea.The	Citizens	Advice
Bureau	says	that	“legally,	there’s	no	such	thing	as	a	probationary	period.	Once	you’ve	started	work,	the	number	of	weeks	you’ve	worked	begins	on	the	day	you’ve	started,	not	from	the	time	when	your	probationary	period	ended.”	According	to	them,	an	employee’s	contractual	rights	begin	when	an	employee	first	starts	working	for	you.But	what	does
the	employee	contract	say?Contracts	can	stipulate	that	certain	requirements	be	met	during	this	period.	In	this	case,	probation	reviews	may	be	essential	to	formalise	the	employment	contract	and	show	the	employee	has	met	expectations.How	do	you	run	a	great	probation	review?	Given	careful	preparation	and	the	right	approach,	it	can	be	a	pleasant
experience	even	when	it's	not	overwhelmingly	positive.	Here	are	some	key	steps	for	HR	teams	and	managers	alike:Prioritise	transparency:	Be	sure	to	set	the	tone	upfront.	Explain	the	purpose	of	the	review,	emphasise	open	and	honest	dialogue	and	encourage	both	parties	to	raise	concerns	and	ask	questions	freely.	It	should	serve	as	a	forum.	Gather
information:	Review	the	employee's	job	description,	performance	metrics	and	any	relevant	feedback	received	during	the	probation	period.	This	equips	you	with	a	data-driven	foundation	for	the	discussion.Share	the	agenda:	Provide	the	employee	with	a	brief	agenda	beforehand,	outlining	the	topics	to	be	covered.	This	allows	them	to	gather	their
thoughts	and	prepare	any	questions	or	points	they	want	to	raise.	Review	performance:	Discuss	the	employee's	progress	against	established	goals	and	expectations.	Use	specific	examples	to	illustrate	strengths,	areas	for	improvement	and	any	ongoing	challenges.Refine	targets:	Collaboratively	refine	or	adjust	goals	for	the	remainder	of	the	probation
period,	ensuring	they	are	clear,	measurable	and	achievable.	This	can	help	foster	a	sense	of	ownership	and	shared	responsibility.Identify	development	opportunities:	Explore	potential	training	programmes,	mentorship	opportunities	or	specific	tasks	that	can	help	the	employee	address	identified	weaknesses	and	further	develop	their	skills.	Active
listening:	Pay	close	attention	to	the	employee's	perspective,	concerns	and	questions.	Show	genuine	interest	in	their	feedback	and	experiences.Ask	open-ended	questions:	Encourage	the	employee	to	elaborate	on	their	thoughts	and	feelings.	Avoid	yes-or-no	questions	that	limit	the	conversation.Provide	constructive	feedback:	Focus	on	specific
behaviours	and	actions	rather	than	personal	attacks.	Offer	specific	suggestions	for	improvement	and	emphasise	the	desire	to	help	the	employee	succeed.	Take	notes:	Document	key	points,	agreements	and	action	items	during	the	meeting.	This	ensures	clarity	and	accountability	on	both	sides.Summarise	key	takeaways:	Briefly	summarise	the
discussion's	main	points	and	next	steps	for	both	the	employee	and	manager.	This	reinforces	understanding	and	keeps	everyone	on	the	same	page.Schedule	a	follow-up	meeting:	Use	this	meeting	to	check	on	progress	and	provide	further	support	or	feedback	as	needed.	This	demonstrates	ongoing	commitment	to	the	employee's	development.	Probation
reviews	are,	on	one	hand,	about	deciding	on	an	employee's	future.	On	the	other,	they	are	a	development	opportunity	for	employees	whether	or	not	they	remain	part	of	your	organisation.	Your	team	should	lean	into	that	side	of	the	equation.	By	prioritising	transparency,	setting	clear	expectations,	fostering	a	collaborative	dialogue	and	documenting	the
process,	you	can	ensure	these	meetings	become	valuable	stepping	stones	in	building	a	successful	and	fulfilling	working	relationship.	While	probation	review	questions	should	be	open-ended	(i.e.	not	just	answerable	with	a	yes	or	a	no),	it’s	really	helpful	to	ask	questions	that	allow	both	parties	to	reflect	on	the	current	relationships.	Keep	them	informal,
be	honest	and	make	sure	there’s	room	for	constructive	feedback	on	both	sides.Here	are	a	ten	probation	review	example	questions	worth	asking:Are	you	enjoying	the	job?How	do	you	think	you’re	doing?What	do	you	feel	like	you’ve	accomplished	during	your	time	here?Do	you	understand	the	job	requirements	and	expectations?Is	this	what	you	thought
you’d	be	doing?Where	do	you	think	you	could	have	done	things	better?Has	anything	made	it	hard	for	you	to	do	your	job	well?What	help	do	you	need	to	keep	doing	this	job,	or	doing	it	better?Do	you	need	any	specific	training	or	support?What	would	you	like	to	achieve	in	the	next	few	months?	(Your	goals)Once	the	manager	has	asked	the	questions,	the
next	steps	are	to	give	the	employee	constructive	feedback	and	create	an	action	plan.	Both	parties	should	agree	on	a	date	for	the	next	meeting,	if	one	is	required,	and	set	goals	to	achieve	by	then.In	fact,	you	might	say	that	the	two	are	one	in	the	same.	Help	your	line	managers	and	employees	host	and	have	better	performance	conversations	with
Personio.	Our	all-in-one	HR	software	can	ensure	you	never	miss	a	crucial	performance	conversation	again.	Show	me	how	Personio	helpsA	probation	review	meeting	can	conclude	in	three	ways:The	employee	passes	their	probation	and	becomes	a	full	member	of	the	team.The	employee	meets	some,	but	not	all,	of	their	expectations	and	their	probation
period	is	extended	–	allowing	them	an	opportunity	to	improve.The	employer	and	employee	agree	to	terminate	the	relationship.	If	they’re	staying,	feel	free	to	celebrate!	You’ve	hired	a	great	employee	and	they’re	a	good	fit	for	your	corporate	culture.If	they’re	staying,	but	need	to	put	in	a	bit	more	effort,	be	clear	but	firm	about	how	they	can	improve
their	performance.	Perhaps	with	a	performance	improvement	plan	(PIP).If	they	did	not	pass	their	performance,	go	through	the	employee	termination	procedures	(such	as	removing	them	from	email,	database	and	workflow	systems,	etc).There	are	some	cases	where	a	probation	period	may	need	to	be	extended.	This	is	most	often	due	to	unforeseen
circumstances	that	necessitate	an	extension.	This	gives	valuable	time	to	the	employee	and	the	business	to	assess	their	options.	The	most	typical	reasons	for	a	probation	period	extension	include:	Significant	absence	due	to	illness	or	injury	Lack	of	adequate	training	or	resourcesUnforeseen	changes	in	the	role	or	companyPerformance	below
expectations,	but	with	potential	for	improvement	How	long	should	the	extension	be?	Generally,	an	extension	should	last	between	one	to	three	months.	This	is	done	to	give	a	healthy	window	where	an	employee	can	receive	a	fair	and	equitable	evaluation	regardless	of	the	circumstances	that	prompted	the	extension.	Key	insight:	By	approaching	it	with
transparency	and	a	focus	on	development,	you	can	turn	this	temporary	setback	into	a	positive	step	towards	mutual	success.Done	right,	an	end	of	probation	meeting	is	a	chance	for	employees	to	support	the	right	employees	to	improve	their	performance	and	set	them	up	for	greater	things	in	future.But,	it’s	difficult	for	managers	to	focus	on	performance
when	they	have	a	mountain	of	paperwork	or	a	cumbersome	process	standing	in	their	way.Personio	help	can	automate	performance	reviews	and	the	entire	performance	management	process	from	our	all-in-one	HR	software.	We'd	be	happy	for	you	to	chat	with	an	expert	today	to	see	how	it's	done,	and	how	it	can	meet	the	unique	needs	of	your	team.	As
an	employer	or	business	owner,	conducting	probation	review	meetings	is	a	key	aspect	of	managing	a	new	hire's	probation	period.	These	meetings	provide	you	with	a	valuable	opportunity	to	assess	a	new	employee.	It's	during	these	probationary	review	meetings	that	you	can	delve	into	specific	aspects	of	their	performance	and	ensure	they're	on	track
to	meet	your	company's	expectations.	In	this	article,	we'll	focus	on	how	to	conduct	effective	probation	review	meetings	and	ask	the	right	questions	to	ensure	a	thorough	evaluation.	What	are	probation	review	meetings?	The	probation	meeting	is	part	of	the	probation	period	for	a	new	employee.	It's	an	essential	aspect	of	the	probation	review	process
that	provides	you	with	a	structured	opportunity	to	evaluate	a	new	hire's	performance,	behaviour,	and	overall	fit	within	your	business.	The	probationary	period	is	a	trial	period	for	both	the	employee	and	the	employer	to	confirm	that	the	employment	relationship	aligns	with	their	expectations	before	continued	employment.	Every	business	sets	its	own
probation	period,	which	is	typically	outlined	in	your	employee's	contract	or	employment	contracts	and	will	end	with	one	final	probation	review	meeting.	While	probation	periods	and	probationary	review	meetings	are	not	legally	required	in	the	UK,	it's	best	practice	to	have	them	as	part	of	your	onboarding	process.	Why	are	probationary	reviews
important?	Conducting	employee	probation	review	meetings	is	important	for	several	reasons,	including:	Performance	evaluation	Probation	reviews	provide	you	with	valuable	insights	into	your	employee's	performance	during	the	initial	stages	of	their	employment.	This	performance	review	allows	you	to	identify	any	areas	of	strength	or	performance
issues	and	address	them	promptly.	Alignment	with	company	expectations	Probation	reviews	allow	you	to	confirm	that	new	hires	understand	and	align	with	your	company's	values,	culture,	and	expectations.	It	provides	an	opportunity	to	clarify	any	misunderstandings	and	set	clear	expectations	for	new	employees	moving	forward.	Employee	development
Through	helpful	feedback	and	guidance,	probation	reviews	offer	employees	the	opportunity	to	improve	their	skills,	knowledge,	and	performance.	It	facilitates	their	professional	development	and	enhances	their	chances	of	success	within	your	business.	How	to	conduct	a	successful	probation	review	meeting	Conducting	a	probation	review	meeting
requires	careful	planning	and	preparation	to	ensure	that	it's	productive	and	meaningful	for	both	you	and	the	new	employee.	Preparing	for	the	probation	review	meeting	Before	the	probation	review	meeting,	it's	essential	to	gather	all	relevant	documentation	related	to	the	employee's	performance	during	their	probationary	period.	This	may	include	any
performance	reviews	or	appraisals,	feedback	from	colleagues	or	clients,	and	any	relevant	metrics	or	KPIs.	Take	the	time	to	review	this	information	thoroughly	to	ensure	you	have	a	clear	understanding	of	the	employee's	performance	and	any	areas	that	may	need	improvement.	Setting	the	agenda	When	scheduling	the	probation	review	meeting,	clearly
outline	the	agenda	and	objectives	to	the	employee.	Let	them	know	what	topics	will	be	discussed,	such	as	the	employee's	development,	performance,	areas	for	improvement,	and	goals	for	the	future.	Providing	this	information	in	advance	allows	the	employee	to	prepare	and	ensures	that	both	parties	are	on	the	same	page.	Encouraging	open	dialogue
Throughout	the	probation	review	meeting,	encourage	open	dialogue	and	active	participation	from	the	employee.	Listen	attentively	to	their	responses	and	provide	constructive	feedback	where	necessary.	Creating	a	safe	and	supportive	environment	will	help	the	employee	discuss	feedback	honestly	and	can	lead	to	productive	two-way	communication
and	collaboration.	Leading	to	increased	employee	satisfaction,	productivity,	and	retention.	Setting	clear	expectations	Before	concluding	the	probation	review	meeting,	ensure	that	clear	expectations	have	been	set	for	the	employee’s	performance	management	moving	forward.	This	includes	discussing	any	areas	for	improvement,	setting	goals,
additional	training,	and	objectives,	and	outlining	the	support	or	resources	available	to	help	them	succeed.	Extending	the	probation	period	In	some	cases,	it	may	be	necessary	to	extend	an	employee's	probationary	period	if	additional	time	is	needed	to	assess	their	performance	or	address	any	concerns.	If	you	decide	to	extend	the	probation	period,
clearly	communicate	this	decision	to	the	employee	during	the	probation	review	meeting,	along	with	specific	reasons	for	the	extension	and	any	expectations	moving	forward.	Provide	them	with	a	timeline	for	the	extended	probation	period	and	outline	the	steps	they	need	to	take	to	meet	the	required	standards.	Documenting	the	meeting	After	the
probation	review	meeting,	document	the	key	points	discussed,	any	agreements	reached,	and	any	actions	to	be	taken	moving	forward.	Keeping	thorough	records	of	the	meeting	ensures	clarity	and	accountability	for	both	parties.	Asking	the	right	probation	review	meeting	questions	During	the	probation	review	meeting,	asking	the	right	questions	is
crucial	to	gather	valuable	insights	into	the	employee's	performance	and	development	and	will	ensure	an	effective	evaluation.	Here	are	some	examples	of	probation	review	questions	to	guide	your	discussion:	Performance	and	job	duties	How	do	you	feel	you've	performed	in	your	role	during	the	probationary	period?	Can	you	provide	specific	examples	of
tasks	or	projects	you've	completed	successfully?	Have	you	encountered	any	challenges	in	performing	your	job	duties?	If	so,	how	have	you	addressed	them?	Adaptability	and	fit	How	well	do	you	feel	you've	adapted	to	our	company	culture	and	work	environment?	Do	you	believe	your	skills	and	experience	align	with	the	requirements	of	your	role?	Have
you	faced	any	difficulties	integrating	into	your	team	or	working	with	colleagues?	If	so,	how	have	you	handled	them?	Communication	and	collaboration	How	would	you	rate	your	communication	skills	and	ability	to	collaborate	with	others?	Can	you	provide	examples	of	how	you've	contributed	to	team	projects	or	initiatives?	Have	you	experienced	any
communication	challenges	or	conflicts	with	colleagues?	If	so,	how	have	you	resolved	them?	Performance	review	improvement	and	development	Are	there	any	areas	where	you	feel	you	need	additional	support	or	training	to	perform	your	job	more	effectively?	What	steps	have	you	taken	to	improve	your	skills	or	knowledge	during	the	probationary
period?	How	do	you	envision	your	professional	development	within	the	company	moving	forward?	Goal	setting	and	expectations	What	are	your	career	goals	and	aspirations,	and	how	do	you	see	yourself	contributing	to	the	company's	success?	Are	there	any	specific	goals	or	objectives	you'd	like	to	work	towards	in	the	next	phase	of	your	employment?
How	can	we	best	support	you	in	achieving	your	goals	and	fulfilling	your	potential	within	the	business?	By	asking	the	right	questions,	encouraging	open	dialogue,	and	setting	clear	expectations,	you	can	effectively	evaluate	your	employees'	performance	and	provide	them	with	the	support	and	guidance	they	need	to	excel	in	their	roles.	How	BrightHR	can
help	with	probationary	reviews	Preparing	invitations,	conducting	meetings	and	everything	that	follows	requires	a	lot	of	paperwork	and	time.	However,	with	BrightHR's	document	library	which	contains	a	vast	collection	of	professionally	drafted	documents,	carrying	out	your	employee	probation	reviews	won't	be	a	problem.	Included	in	the	HR	document
library	is:	Probation	invite	letter	Probation	review	form	Outcome	of	probationary	review	meeting	Probation	review	guidance	All	of	which	you	can	customise	and	tailor	specifically	to	your	business	needs.	Storing	your	employee’s	documentation	securely	is	a	vital	part	of	your	responsibilities	as	an	employer.	Not	to	mention	the	documents	you	are	legally
required	to	store.	That’s	why	BrightHR	software	comes	with	unlimited	and	secure	cloud-based	storage	for	your	HR	documents.	You	can	upload	multiple	documents	at	once,	share	them	with	your	employees	and	meet	your	legal	record-keeping	obligations	by	maintaining	an	archive	of	all	your	documents.	As	a	business	owner,	there	is	already	so	much	on
your	plate.	So,	it’s	not	unusual	if	it	skips	your	mind	when	new	employees'	probation	reviews	are	coming	up.	But	with	BrightHR	you	can	set	reminders	for	when	review	meetings	are	due,	ensuring	that	you	take	the	appropriate	actions	at	the	right	time	without	forgetting	important	deadlines.	And	forget	about	doubting	yourself,	with	our	24/7	HR	and
employment	law	advice	line,	you	can	gain	peace	of	mind	and	the	confidence	that	every	step	you	take	is	legally	sound	and	in	the	best	interest	of	your	business	and	employees.	Beyond	probation	reviews,	BrightHR	has	all	the	tools	you	need	to	transform	your	people	management,	with	support	for	you,	your	business,	and	your	employees.	Not	a	BrightHR
customer?	Speak	to	one	of	our	software	specialists	today	and	see	for	yourself	how	BrightHR	can	help	you	with	the	probation	review	process	and	so	much	more.	Frequently	asked	questions	What	happens	if	an	employee	fails	their	probationary	period?	Following	a	failed	probation	period,	it's	essential	to	follow	the	procedures	outlined	in	their
employment	contract	and	company	policy.	This	may	include	providing	feedback	on	their	performance,	discussing	areas	for	improvement,	extending	the	probation	period,	and	dismissing	their	employment	if	necessary.	What	happens	after	the	probation	review	meeting?	After	the	probation	meeting,	both	the	employer	and	the	employee	should	be	clear
on	any	actions	or	expectations	moving	forward.	This	may	include	setting	goals,	addressing	areas	for	improvement,	or	outlining	any	additional	support	or	resources	needed.	It's	essential	to	follow	up	on	these	discussions	and	monitor	the	employee's	progress	accordingly.	General	best	practice	for	a	successful	probation	review	is	to	create	a	positive	and
supportive	environment	and	focus	on	the	employee’s	career	development.	Ultimately,	you	want	your	employee	to	ask	questions	freely	and	go	away	from	the	meeting	with	a	strong	sense	of	their	place	and	impact	within	the	company.			Creating	a	positive	and	supportive	environment		Creating	a	positive	and	supportive	environment	in	a	probation
meeting	is	crucial	to	extracting	the	most	feedback	from	your	employees.	The	dialogue	needs	to	be	of	a	two-way	nature	and	collaborative.	Facilitate	this	by	actively	listening	to	your	employees	and	asking	open-ended	questions.	With	open-ended	questions,	the	employee	feels	that	they	can	offer	richer	responses	and	you,	in	turn,	gain	a	deeper
understanding	of	their	point	of	view.	This	open	channel	of	communication	can	lead	to	improved	employee	wellbeing;	employees	will	be	more	likely	to	raise	concerns	about	the	support	they	require.	All	of	these	benefits	feed	into	better	mental	and	physical	wellbeing;	take	a	look	at	our	guide	to	workplace	wellbeing.	Wellbeing	is	a	crucial	point	across
industries;	ill	health	costs	employers	nearly	£30	billion.	When	you	create	a	positive	and	supportive	environment,	constructive	feedback	is	likely	to	be	well	received,	and	the	focus	can	shift	towards	career	development	on	the	back	of	that	feedback.	Focusing	on	their	career	development		Dedicating	time	in	your	probation	review	template	to	focusing	on
the	career	development	of	your	employees	is	integral	to	nurturing	internal	talent.	Losing	talent	is	a	consistent	problem	in	many	industries	and	a	lot	of	those	issues	can	be	attributed	to	a	lack	of	investment	in	development.	Therefore,	focusing	on	an	employee	development	plan	is	an	effective	strategy	to	boost	retention.	Our	guide	on	employee
development	plans	lays	out	their	benefits.	A	2025	study	found	that	88%	of	Gen	Z	employees	prioritise	finding	a	stable	employer,	with	57%	believing	it's	more	beneficial	to	develop	a	career	with	one	company.	They	value	supportive	environments	and	clear	career	progression	pathways,	indicating	that	opportunities	for	growth	and	development	are
crucial	for	retention.	There	are	advantages	to	career	development	plans,	beyond	upskilling	and	retention:	Greater	workforce	productivity	and	effectiveness	Increased	efficiency	and	revenues	Improved	internal	talent	mobility	Reduced	costs	in	recruiting,	onboarding	and	training	external	candidates	Improved	talent	attraction	and	retention	rates
Reduced	employee	churn	Higher	staff	satisfaction,	fulfilment,	purpose	and	engagement	An	enhanced	company	culture	Greater	visibility	of	succession	planning	Improved	compliance	Constructive	addressing	of	performance	issues	Providing	constructive	feedback	on	performance	issues	is	essential	irrespective	of	the	result	of	a	probation	period.
However,	you	need	to	do	it	in	a	positive	manner	and	be	helpful,	rather	than	discouraging.	Constructive	feedback		is	designed	to	promote	growth	by	focusing	on	specific	actions	or	behaviours	and	offering	actionable	suggestions.	Establish	trust		Balance	positive	and	negative	Observe,	don’t	interpret	Be	specific	Don’t	make	it	personal	Following	up	post-
meeting	It	is	always	crucial	to	follow	up	on	the	probation	meeting	and	you	can	set	up	a	section	in	your	probation	review	template	to	cover	that.	Email	the	notes	from	the	meeting	to	your	employees	and	allow	them	to	review	them.	Based	on	the	action	plan	you’ve	put	in	place,	you	should	also	start	to	effect	some	of	the	changes	discussed.	For	example,	if
an	employee	requests	a	training	course	specific	to	their	role,	source	the	available	dates	for	that	course	promptly.	Actions	like	this	will	demonstrate	to	employees	that	they	are	valued	and	their	career	development	is	important	to	the	company	ethos.	Ultimately,	small	steps	like	this	will	improve	the	company's	reputation	and	make	you	an	employer	of
choice.


