
FOR LINE MANAGERS: PROBATIONARY PERIOD FLOW CHART 

 
Induction 

Set appropriate (SMART) objectives with the employee, which will set the standards for 

performance.  

Ongoing and regular 1-to-1 meetings, which should form part of the informal assessment of 

the employee’s performance, which may help identify training needs.  

Carry out a formal review every 3-6 months if possible (or no later than half-way through 

their probationary period) against the set objectives.  

Are there any issues / concerns about the employee’s progress / 

performance / conduct?  

YES NO 

Seek to resolve issues/concerns 

through discussions and 

mentoring. Address these fairly, 

clearly and promptly at the earliest 

opportunity. Seek advice and 

guidance from the HR team. 

Keep monitoring progress and 

performance through the set 

objectives and through regular 

meetings with the employee. If 

concerns arise, follow the process 

to the left of this chart. 

Hold final review before the end of 

the probation. Ensure employee 

has enough support in place to 

successfully meet their objectives 

on time.  

Keep a record of all discussions: 

agree an action plan with 

reasonable timescales and support. 

Carry on with regular reviews.  

Confirmation of appointment: report successful probationary period to HR who will issue a 

Confirmation of Appointment letter to the employee. 


