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The	end	of	the	probationary	period	is	a	critical	point	in	an	employees	journey.	Some	experts	suggest	that	approximately	20%	of	employee	turnover	happens	within	the	first	45	days.	In	some	cases,	thats	barely	long	enough	to	finish	a	probationary	period	at	all.	Many	employees,	especially	millennials,	cite	poor	clarity	in	job	expectations	and	lack	of
internal	mobility	as	chief	reasons	for	leaving	so	soon.When	including	a	probationary	period	with	a	new	hire,	establishing	clarity	and	support	for	the	employee	is	most	critical	at	the	probationary	review	stage.	If	you	hope	the	employee	will	remain	on	your	team,	reviewing	this	trial	period	is	the	perfect	opportunity	to	help	determine	their	forward
trajectory.	Even	small	suggestions	during	the	review	could	pay	huge	dividends	in	productivity	over	their	time	with	your	organization.	But	even	if	the	employee	is	going	to	be	terminated,	its	a	chance	to	find	out	what	went	wrong,	and	offer	clues	to	how	you	can	ensure	the	next	hire	is	more	successful	in	the	role.Either	way,	its	an	important	meeting	for
managers	to	get	right.	As	an	HR	leader,	its	important	to	structure	these	meetings	so	they	are	productive	for	everyone	involved,	every	time.	To	do	so,	you	need	both	a	productive	process	and	a	bit	of	tact.Let's	take	a	look	at	how	you	can	get	the	most	out	of	your	probationary	reviews	with	better	questions.What	Is	a	Probationary	Review?A	probationary
review	is	a	performance	meeting	and	appraisal	with	an	employee	at	the	end	of	their	probationary	period.	After	the	probationary	review,	one	of	three	outcomes	occur:Success	-	You	transition	the	employee	to	full-fledged	employment	with	your	organization.Failure	-	You	terminate	the	employee	and	provide	a	final	chance	to	debrief.Extension	-	If	your
employee	has	not	performed	to	standards	but	you	feel	some	support	or	education	would	make	a	difference,	you	may	also	extend	their	probationary	period.If	extending,	work	with	the	employee	during	the	meeting	to	set	up	a	Performance	Improvement	Plan	(PIP)	with	specific	goals	and	a	well-defined	timeline	for	improvement.What	Is	a	Probationary
Period?A	probationary	period	is	a	specified	amount	of	time	at	the	beginning	of	a	new	employees	tenure	when	they	are	being	closely	evaluated.	Sometimes	called	the	orientation	or	training	period,	its	goal	is	to	ensure	the	employee	is	truly	a	good	fit	for	the	company	before	offering	them	the	benefits	of	full	employment.	Depending	on	company	policy,
this	period	may	include	withholding	certain	benefits	like	time	off,	health	insurance,	or	certain	wage	rates.Typically,	probationary	periods	last	anywhere	from	30	to	90	days.	Some	last	as	long	as	six	months.	At	the	end	of	this	period,	your	organization	will	make	an	official	decision	about	the	employees	potential	full	employment.	Prior	to	this	final	stage,
the	employee	is	on	trial.To	be	clear,	a	probationary	period	may	not	always	be	necessary.	For	many	standard	hiring/onboarding	processes	(especially	for	highly	qualified	candidates)	you	wont	need	one	at	all.	However,	if	youve	hired	someone	for	a	conditional	offer	of	employment	or	someone	with	lower	qualifications	that	requires	extra	training,	a
probationary	period	may	be	necessary.In	any	case,	a	probationary	review	is	more	than	a	formality.	While	you	should	already	know	the	outcome	by	the	end	of	the	trial	period,	the	review	is	a	crucial	mechanism	for	both	the	employer	and	the	employee	to	align	expectations	and	foster	mutual	growth.{{inline-cta-products-talent="/style-guide"}}How	To
Conduct	a	Helpful	Probationary	ReviewDuring	the	probationary	period,	youve	evaluated	the	new	hires	ability	to	adapt	to	the	role,	meet	performance	standards,	and	integrate	into	the	team.	Equipped	with	this	knowledge,	you	can	turn	the	probationary	review	into	a	dynamic	process.	Think	of	it	as	a	dialogue	for	both	parties	to	address	key	issues,	set
goals,	and	lay	the	foundation	for	a	successful	professional	journey.This	is	also	a	great	opportunity	to	give	your	new	employee	a	chance	to	voice	concerns,	seek	clarification	on	expectations,	and	chart	a	course	for	professional	development	in	their	new	role.Clarify	Goals	and	ExpectationsStart	the	meeting	by	explaining	your	agenda	and	expectations	for
the	probationary	review.	Your	goal	should	be	to	engage	the	employee	in	a	candid	conversation	about	the	objectives	and	requirements	of	the	role.Some	of	the	biggest	hurdles	to	productivity	in	the	workplace	are	lack	of	communication,	unclear	expectations,	and	an	uncertain	job	description.	This	probationary	review	is	an	ideal	time	to	clarify	these	as
well	as	other	goals	like:Performance	metricsProject	timelinesSpecific	milestonesAll	of	these	are	integral	to	the	employees	success	within	the	organization.	You	can	also	discuss	how	the	position	might	evolve	in	the	future,	to	provide	a	roadmap	for	professional	growth.At	this	point,	you	may	also	want	to	work	with	the	employee	to	create	a	personalized
development	plan	that	outlines	specific	steps	to	address	weaknesses.	This	is	also	a	good	time	to	introduce	them	to	mentors	that	might	be	helpful	in	accelerating	their	development.Set	Up	Communication	ChannelsAt	this	stage,	both	parties	should	be	on	the	same	page	regarding	expectations	and	areas	for	improvement.	To	help,	ensure	managers	and
employees	have	clear	paths	of	communication.For	most	organizations,	1:1	meetings	and	performance	reviews	are	normal	parts	of	the	employee	experience.	Its	also	a	good	time	to	tell	the	employee	what	they	can	expect	when	working	with	their	direct	supervisor.	Also	provide	them	with	contact	information	for	anyone	necessary	to	their	success	in	their
role.	No	one	needs	a	helicopter	HR	department,	but	knowing	your	organization	has	your	back	is	empowering.Note	that	workplace	communication	doesnt	always	have	to	be	real-time	or	in	person.	HR	and	Talent	Engagement	software	can	enhance	your	workplace	communication	by	transferring	information	more	efficiently	and	dynamically.	Provide
extensive	training	on	your	software	to	ensure	everyone	is	fully	capable	of	using	it	to	communicate	with	their	teams.10	Questions	To	Ask	at	a	Probationary	ReviewIn	essence,	a	probationary	review	is	an	interview,	which	is	meant	to	spark	a	more	in-depth	discussion.	Here	are	ten	key	questions	to	ask	in	every	probationary	review.	By	standardizing	the
question	sets	you	use	in	each	review,	you	can	ensure	consistent	results	from	this	process	for	all	employees.1.	Are	you	enjoying	your	job?Start	with	an	upbeat	question	that	sets	the	tone	for	the	rest	of	the	interview.	The	ideal	answer	youre	looking	for	would	be	a	definite	Yes,	followed	by	some	concrete	reasons	why	this	job	resonates.In	any	case,	their
feedback	can	help	you	course	correct	and	help	them	find	satisfaction	in	their	role	before	deciding	to	go	elsewhere.	But	even	if	the	employee	is	going	to	be	terminated,	consider	their	feedback	to	this	question	for	future	reference.	Perhaps	it	wasnt	entirely	their	fault	they	arent	meeting	expectations,	so	its	a	time	to	learn	about	their	obstacles	to
success.2.	How	has	working	here	compared	to	your	expectations?This	is	another	opportunity	for	the	employee	to	reflect.	Did	they	hope	for	a	fast-paced,	quick-moving	environment,	but	find	it	quiet	and	dull?	Or	maybe	they	thought	they	would	be	working	in	a	customer-facing	role	and	were	surprised	by	being	relegated	to	the	back	room.	Disengagement
quickly	follows	disappointment,	so	these	are	issues	to	address	straight	away.3.	Do	you	understand	the	job	description	and	job	requirements?According	to	a	recent	survey,	only	9%	of	US-based	employees	feel	they	really	know	what	is	going	on	at	their	company	most	of	the	time.	If	they	dont	understand	their	companys	goals,	how	can	they	know	what
theyre	supposed	to	be	doing?	Take	some	time	to	discover	your	employees	understanding	of	their	position	within	the	company.You	dont	need	a	word-for-word	recitation	of	the	job	description.	Instead,	look	for	an	in-depth	understanding	of	what	the	position	involves	and	how	it	relates	to	the	focus	of	the	company	as	a	whole.	Of	course,	if	the	employee
answers	No,	I	dont	understand,	its	an	opportunity	for	a	larger	discussion.4.	How	would	you	describe	your	performance	over	the	past	three	months?By	the	end	of	the	probationary	period,	you	may	already	have	a	perception	of	the	new	employee	but	what	does	their	performance	look	like	from	their	perspective?If	youve	seen	less-than-ideal	performance
but	your	employee	feels	theyre	doing	great,	their	immediate	supervisor	may	have	some	communication	issues	around	metrics	or	expectations	for	the	role.	On	the	other	hand,	if	youve	got	an	all-star	performer	second-guessing	themselves,	offer	some	encouragement	(with	concrete	evidence)	before	they	become	more	disappointed.This	is	the	kind	of
question	you	will	be	asking	the	employee	during	regular	performance	reviews	going	forward.	You	can	make	the	process	more	effective	by	using	self-appraisal	comments	during	the	performance	review	process.5.	What	do	you	feel	are	your	greatest	strengths?Theres	no	right	answer	to	this	question,	but	youre	looking	for	information	to	help	you	ensure
your	employee	is	working	in	a	way	that	utilizes	their	greatest	strengths.	Strength-based	management	has	been	shown	to	give	incredible	dividends,	and	if	your	employee	feels	that	they	can	truly	shine	in	the	workplace,	they	will	be	that	much	more	motivated	to	give	their	best.{{inline-cta-products-hr="/style-guide"}}6.	Is	there	anything	that	you	felt
negatively	impacted	your	performance?Sometimes	hearing	about	the	factors	behind	a	subpar	performance	can	be	incredibly	helpful.	When	the	outcome	is	termination,	this	is	a	great	time	to	find	out	what	you	or	the	company	can	do	differently	next	time.	But	if	your	employee	is	staying	on,	this	can	be	the	beginning	of	a	conversation	that	leads	to	a	more
optimal	work	environment	and	a	more	productive	team.As	always,	encourage	your	employees	to	be	honest	in	their	answers.	Assure	them	that	their	answers	will	be	kept	confidential	and	only	shared	with	other	HR	leaders	as	necessary.	This	is	essential,	as	sometimes	the	factors	that	negatively	impact	performance	are	people.	If	certain	people	in	your
organization	are	perpetuating	a	culture	of	discrimination	and	sexual	harassment	under	the	radar,	this	is	the	perfect	opportunity	to	expose	and	correct	that	behavior	(and	perhaps	terminate	the	people	responsible).7.	Is	there	any	specific	training	or	support	that	you	would	find	helpful?As	an	HR	leader,	you	ensure	your	employees	have	all	the	resources
they	need	to	succeed	within	the	organization.	That	means	making	training	accessible	to	everyone.Sadly,	some	training	and	onboarding	workflows	only	last	a	week,	which	often	isnt	enough	time	to	give	a	new	hire	everything	they	need	to	contribute	value	to	the	company.	When	an	employee	isnt	contributing	value,	they	feel	less	engaged	with	their	work,
which	makes	them	more	likely	to	seek	meaningful	employment	elsewhere.But	you	cant	offer	unlimited	training	time.	Choose	the	most	helpful	training	modules	to	offer	employees	at	the	most	effective	time.	Once	an	employee	has	completed	a	successful	round	of	training,	you	can	get	their	perspective	on	their	own	knowledge	gaps	to	help	them	succeed
later	on.	Otherwise,	if	they	are	leaving,	you	can	use	this	information	to	improve	future	training	and	onboarding	for	others.8.	Looking	back,	what	do	you	feel	most	proud	of?You	should	have	a	good	idea	of	your	employees	chief	accomplishments,	but	this	question	can	highlight	some	of	these	successes.	It	also	gives	the	employee	a	chance	to	pat
themselves	on	the	back.	They	might	point	to	an	incident	in	which	the	employee	showed	leadership	skills	or	excellent	teamwork,	problem-solving	skills,	or	the	ability	to	think	on	their	feet.	A	thoughtful	answer	shows	the	employee	has	already	been	reflecting	on	their	performance	(a	great	sign	for	someone	you	want	to	keep	on	your	team).9.	What	are
your	expectations	and	goals	for	the	next	six	months?Goal	setting	is	an	important	part	of	productivity	in	any	organization.	To	make	these	goals	more	meaningful,	let	them	be	set	by	the	person	most	involved:	the	employee.This	question	will	encourage	the	employee	to	think	about	what	they	want	to	accomplish	in	the	near	future.	Ideally,	your	employee
will	have	ambitious	but	achievable	goals	that	fit	well	with	the	organizations	own	goals.	Of	course,	feel	free	to	offer	suggestions,	but	let	the	employee	lead	the	discussion	and	take	note	of	their	responses	to	build	a	plan	you	can	both	agree	on.10.	How	do	you	see	your	future	with	our	organization?Turnover	is	expensive.	If	an	employee	doesn't	see	a	future
with	your	organization,	theres	a	good	chance	they	will	leave.	You	want	to	find	and	retain	people	who	are	with	you	for	the	long	game.	This	question	can	start	a	conversation	about	the	employees	future.A	good	answer	to	this	question	should	demonstrate	that	your	employee	considers	themselves	a	valued	member	of	the	team	and	intends	to	grow	with	the
organization.	If	your	interviewee	doesnt	have	much	to	say,	you	may	need	to	have	a	more	difficult	conversation.Start	Improving	Probationary	Reviews	with	CriterionA	probationary	review	is	a	key	moment	in	an	employees	career	with	your	organization.	It	marks	the	beginning	of	a	new	autonomy	and	responsibility	in	their	journey,	and	it	should	be	a
dynamic	event.	Use	this	opportunity	to	address	any	issues	that	came	up	over	the	last	few	months	and	set	goals	for	the	future.If	youre	using	a	talent	management	platform	to	assist	with	onboarding,	you	should	be	able	to	deploy	a	probationary	review	schedule	as	part	of	your	hiring	and	onboarding	process.	Criterion	makes	all	of	this	simple	and	intuitive
for	everyone	involved.	Within	a	custom	onboarding	workflow,	you	can	start	nurturing	employees	from	day	one.	Easily	add	a	probationary	review	to	a	new	hires	schedule	and	create	custom	questions	to	create	a	consistent	employee	experience.With	Criterion,	onboarding	is	just	the	beginning.	We	also	offer	completely	connected	and	configurable
solutions	for	payroll	and	HR,	with	the	ability	to	integrate	the	HCM	with	any	third-party	platform.	Book	a	demo	to	see	how	Criterion	can	nurture	employee	engagement	and	performance	from	beginning	to	end.Performance	review	questions	allow	you	to	track	and	evaluate	your	new	employees	efficiently	and	quickly.	With	it,	you	will	be	able	to	quickly
identify	any	issues	that	will	arise	with	the	new	hires	and	offer	them	hand-holding	in	areas	they	need	help	with.Candidate	management	plays	a	big	part	in	ensuring	you	always	hire	the	best	talent	in	the	market.	You	can	easily	do	a	performance	review	on	probationary	employees	by	using	the	questions	well	discuss	later.This	article	highlights	the	best
performance	review	questions	to	gather	enough	data	for	your	company.	It	delves	into	why	performance	review	questions	are	conducted	and	gives	you	the	ideal	answers	they	should	provide.At	the	end	of	this	article,	youll	know	the	most	important	points	to	raise	during	performance	reviews	and	why	it	is	essential	to	have	effective	performance	review
management	for	the	company.What	Is	A	Performance	Review?Performance	reviews	help	managers	assess	employees	strengths	and	weaknesses	to	improve	productivity	by	gauging	progress,	strengths,	and	weaknesses.	Performance	reviews	usually	occur	once	or	twice	a	year,	though	they	vary	by	company.	Formal	assessments	are	most	effective	when
employees	receive	constructive	feedback.These	days,	web	interviews	have	enabled	easy	access	to	facetime.	Whether	youre	conducting	meetings	or	interviews,	employees	analyze	everything,	including	the	facial	cues	of	the	new	hires.Employees	should	benefit	from	effective	performance	reviews	in	the	following	ways:Identify	your	goalsBe	solution-
focusedDetermine	where	you	are	weak	and	where	you	are	strongWhen	Is	The	Best	Time	To	Conduct	A	Performance	Review?You	can	conduct	a	performance	interview	either	quarterly	or	bi-annually	to	know	the	progress	of	your	employees	and	their	overall	performance	for	the	period.	When	you	engage	your	employees,	you	can	improve	the	retention
rate	in	the	process.Image	Source9+	Performance	Review	Questions	For	Probationary	EmployeesHere	are	the	best	performance	review	questions	for	probationary	employees	and	how	recruits	answers	can	give	enough	data	to	identify	the	processes,	cultures,	and	tools	that	require	changes.	The	data	collected	will	be	used	as	the	baseline	data	for	the
companys	development	plan.When	it	comes	to	performance	reviews,	there	are	certain	dos	and	donts	to	consider.	Communication	and	regular	feedback	are	certainly	at	the	top	of	the	list.	You	can	keep	these	in	mind	as	you	go	through	each	question	with	the	employee.Asking	this	question	lets	you	determine	if	they	feel	satisfied	with	tasks	and	work
responsibilities.	Knowing	their	thoughts	on	the	matter	allows	you	to	see	if	they	see	a	long-term	career	with	your	company	or	if	theyll	find	career	growth	elsewhere.You	should	always	ask	this	question,	but	it	is	especially	pertinent	if	the	employee	has	failed	their	probationary	period.	Often,	companies	set	unrealistic	expectations	for	their	potential
applicants.A	good	practice	to	find	quality	applicants	is	to	use	applicant	tracking	system	that	can	help	with	shortlisting	applicants	best	suited	for	the	job.	This	will	also	reduce	the	manual	hassle	that	comes	along	with	the	recruitment	process.With	this	question,	you	will	determine	whether	they	are	confident	in	their	abilities.	Finding	out	what	they	think
will	help	you	decide	whether	they	are	suitable	for	the	job,	if	they	should	be	given	other	responsibilities,	or	need	more	training.A	qualitative	format	can	strengthen	this	question,	but	you	can	also	use	it	with	a	rating	scale	for	greater	insight.Contextualizing	performance	is	critical	here.	For	instance,	if	you	hired	a	salesperson	to	sell	lingerie	collections,
you	should	provide	information	to	employees	on	how	to	sell	better.	This	includes	researching	what	lingerie	collections	are	hot	in	certain	seasons,	what	upcoming	events	there	are	where	you	can	sell	costume-themed	lingerie	collections,	and	so	on.Similarly,	if	youre	hiring	a	video	editor,	you	have	to	check	the	quality	of	their	videos,	whether	they	are	up
to	the	standard.	In	case	you	feel	theres	a	lack	of	quality,	you	can	always	provide	training	to	employees	so	they	can	work	on	their	skills	and	improve	further.With	this	question,	you	should	be	able	to	gauge	the	employees	self-assessment	and	level	of	comprehension	to	determine	whether	more	explanation	of	the	expectations	is	needed.	Knowing	whether
they	have	a	firm	grasp	on	the	scope	of	their	duties	will	let	you	know	if	they	need	more	orientation	to	fully	understand	their	new	role.A	large	percentage	of	UK	employees	need	to	gain	digital	skills.	In	contrast,	only	9%	of	American	workers	believe	they	regularly	know	what	is	happening	at	their	company.	This	seriously	undermines	their	ability	to	work
effectively.Employees	should	be	able	to	tell	you	what	they	think	your	expectations	are.	If	your	employees	are	expected	to	sell	face	masks	online,	you	should	find	out	whether	your	employees	know	enough	about	the	product	i.e.	face	masks,	air-borne	diseases,	and	product	material	and	effectiveness	to	perform	well.	This	way,	you	can	ensure	everyone	is
up	to	speed	with	the	product	and	the	sales	techniques	to	use.Asking	this	question	will	help	you	determine	if	the	new	hire	can	identify	needs	so	you	can	design	practical	training	courses.	To	maximize	the	new	hires	contribution	to	corporate	success,	its	essential	to	determine	whether	or	not	they	have	room	for	improvement	in	their	current	position.You
should	first	ask	new	hires	if	they	need	any	help	or	what	help	they	need	from	you.	Even	a	little	effort	on	your	part	will	set	them	up	for	success	moving	forward	and	improve	their	chances.Asking	this	question	will	assist	you	in	providing	employees	with	resources	that	will	allow	them	to	do	their	job	more	effectively.	Determining	whether	or	not	your
organization	has	access	to	the	software	and	hardware	it	needs	to	function	efficiently	will	significantly	impact	productivity	and	staff	retention.Unlike	regular	performance	reviews,	probationary	reviews	focus	on	you	and	your	company	as	well	as	on	your	new	employees.	It	is	your	job	to	make	it	easier	for	employees	to	work	and	get	the	job	done	as	quickly
as	possible	to	avoid	burnout.Despite	how	hard	we	try,	there	is	always	something	to	be	learned	and	improvements	to	be	made	when	it	comes	to	the	new	employee	experience.	As	with	most	things,	you	should	expect	only	some	of	your	employees	to	have	an	excellent	experience	100%	of	the	time.To	build	a	better	onboarding	experience	for	your	existing
staff,	ask	for	honest	feedback	about	what	can	be	done	differently	next	time.	This	will	also	strengthen	the	relationship	between	your	company	and	your	current	team	members.By	inquiring	about	how	they	feel	working	for	your	organization,	you	will	learn	what	factors	influence	their	satisfaction.	To	keep	your	employee	engaged,	finding	out	what	they
think	about	the	situation	will	help	you	figure	out	what	to	leverage.When	employees	spend	most	of	their	waking	hours	in	the	workplace,	they	need	more	than	just	a	paycheck	to	feel	satisfied.	You	can	motivate	your	employees	to	show	up	every	day	to	contribute	to	the	companys	ultimate	success	if	you	utilize	their	talents,	engage	them	in	challenging
projects,	offer	incentives,	and	create	a	friendly	and	respectful,	and	low-stress	environment.Employees	find	their	work	most	attractive	when	they	are	satisfied.	Workers	find	it	more	satisfying	to	develop	their	challenges	and	overcome	obstacles	when	they	can	retain	a	certain	amount	of	autonomy.Various	challenges	and	diversity	in	the	daily	grind	keep
work	exciting	as	well.	Successful	managers	should	bring	a	range	of	responsibilities	and	challenges	to	workers	regardless	of	the	nature	of	their	job.Employee	development	is	important.	You	have	to	plan	for	their	next	position,	career	path,	and	have	regular	performance	conversations	by	asking	employee	evaluation	questions.If	you	demonstrate	concern
for	their	well-being,	they	will	feel	supported.	Determining	what	employees	need	is	the	same	as	deciding	what	the	business	requires.Once	you	show	employees	their	professional	development	is	your	priority	too,	you	will	have	a	more	loyal	workforce.They	will	feel	appreciated	if	their	opinions	on	how	to	enhance	the	situation	are	sought	out.	Finding	out
whether	an	employee	feels	heard	and	valued	is	crucial	to	keep	them	interested	in	their	work.Listening	actively,	analyzing,	and	then	thinking	of	the	best	possible	solution	when	asking	for	feedback	on	suggestions	is	essential.	Consecutively,	providing	constructive	criticism	lets	everyone	see	how	they	can	improve	their	focus	and	results.	It	also	creates	a
healthy	flow	of	communication	among	people.Whenever	you	receive	a	suggestion,	review	it	within	a	specific	timeframe	so	employees	understand	why	it	was	approved	or	denied.	When	a	suggestion	is	rejected,	always	thank	your	employees	and	encourage	them	to	keep	suggesting	to	promote	open	communication.For	instance,	if	youre	providing	link-
building	services,	your	employees	might	come	up	with	newer	or	better	processes	for	outreach	efforts	and	ensuring	quality	links	for	partners.	Since	it	is	a	repetitive	task,	you	have	to	be	open	to	suggestions	to	keep	your	performance	review	process	as	simple	and	efficient	as	possible.By	asking	them	this	question,	youll	gain	a	better	understanding	of	the
teams	attitude	toward	new	team	members	and	they	will	feel	at	ease.Knowing	their	answers	allow	you	to	see	where	you	need	to	adjust	your	dealings.	During	your	break	time,	you	might	realize	the	need	to	ask	your	coworkers	what	theyre	reading	or	whats	on	their	weekend	schedule.A	good	part	of	getting	along	with	coworkers	is	showing	respect	for
them.	You	may	not	like	everyone	you	work	with.	However,	by	showing	respect	to	the	other	person,	you	can	maintain	a	positive	relationship	even	if	that	person	proves	challenging	for	you.In	many	cases,	its	better	to	avoid	oversharing	personal	matters	in	the	workplace.	Maintain	a	professional	yet	friendly	relationship	with	your	coworkers	by	keeping
your	work	conversations	upbeat	and	light	unless	you	are	close	to	one.Allowing	workers	to	voice	their	hopes	for	the	companys	future	is	a	massive	boon	to	strategic	planning.	By	asking	these	best	questions,	you	will	discover	whether	employees	have	a	long-term	vision	for	themselves	at	your	organization	and	what	will	keep	them	inspired	to	work	with
your	company.Its	easy	to	become	laser-focused	on	your	next	job,	particularly	if	youre	leaving	a	toxic	workplace.Why	Should	Managers	Care	About	Employee	Performance	Reviews?Managers	should	care	about	these	reviews	since	they	provide	a	good	opportunity	to	evaluate	employees	fairly	based	on	expected	vs	actual	results.All	employee	review
questions	should	focus	on	new	skills	learned,	personal	goals,	areas	of	improvement,	own	performance	evaluation,	and	working	conditions.You	can	inform	employees	about	future	growth	opportunities	and	commend	them	on	the	best	work	in	their	current	roles.	Asking	the	right	questions	is	the	key	to	helping	employees	reach	the	next	level	of	growth	by
the	next	quarter	or	the	next	performance	review.For	employees	to	improve	their	productivity,	annual	performance	reviews	can	provide	them	with:Reinforcement	of	positive	behaviorsAn	opportunity	to	provide	constructive	feedbackA	clear	understanding	of	what	is	expected	and	the	company	valuesIn	addition	to	providing	employees	with	the
opportunity	to	evaluate	their	work	progress	and	achievements,	performance	reviews	provide	managers	with	a	structure	that	will	enable	them	to	meet	with	employees	one-on-one	and	help	them	achieve	their	goals.What	Can	Leaders	Do	to	Ensure	Effective	Probationary	Reviews?You	should	include	the	following	components	in	the	assessment	program
that	leaders	build	for	managers:A.	Create	A	System	Of	CommunicationBy	providing	regular,	constructive	feedback,	managers	can	assist	employees	in	preparing	for	performance	reviews.	Keeping	employees	informed	at	work	supports	their	productivity.B.	Cultivate	A	Professional	Growth-Minded	ApproachProvide	managers	with	guidance	on
performance	reviews	that	highlight	employee	accomplishments	and	weaknesses.	Employees	are	empowered	and	motivated	by	positive	praise	and	constructive	criticismsupport	managers	in	expressing	concerns,	perspectives,	and	respectful	feedback.C.	Educate	EmployeesTrain	your	employees	to	develop	and	enhance	their	skills	further.	For	instance,
for	marketing	employees,	using	marketing	courses	can	help	upskill	employees	and	allow	them	to	get	the	professional	and	academic	knowledge	that	they	can	use	to	produce	better	results.Looking	at	tech	companies	as	another	helpful	example,	your	developers	should	be	well-versed	in	dealing	with	multiple	tech	stacks,	languages,	and	databases.	Make
sure	they	master	the	basics.	One	way	is	by	providing	guides	on	MySQL	or	other	useful	tech	software	to	make	them	well-versed	in	the	art	of	tech	development.D.	Update	EmployeesThe	performance	review	should	be	announced	to	employees	(especially	rookies),	along	with	a	description	of	what	will	be	discussed.	During	preparation,	they	can	take	note
of	their	progress,	achievement,	goals,	and	areas	for	improvement	and	rate	their	work	performance	according	to	the	evaluation	criteria.E.	Organizational	CultureInclude	fun	and	engagement	in	the	company	culture	to	improve	rapport	and	relationships.	Here,	you	can	add	a	few	mental	games	like	anagram	unscrambler.F.	Analyze	And	Organize	ResultsIf
youre	venturing	into	podcasts	as	a	business,	you	need	to	hire	experienced	people	within	this	space.	You	must	identify	why	employees	arent	performing	well	and	(if	necessary)	investigate	the	reasons.	Many	team	members	work	behind	podcasts;	you	need	to	ensure	the	performance	of	every	employee	to	produce	good	results.Create	a	simple	action	plan
that	employees	can	follow	up	on	to	improve	their	work	practices.	For	a	podcast,	create	a	plan	that	identifies	the	work	done	by	each	member	and	measures	their	inputs	success.	One	of	these	metrics	can	be,	topic	contribution	and	scripting.You	should	organize	results	discreetly.	It	is	best	to	maintain	results	digitally	so	HR	can	track	employee	progress
easily.	Only	authorized	employees	can	access	employee	information,	protecting	employee	privacy.	This	can	also	help	speed	up	the	performance	evaluation	process	with	hard	results.How	Can	Effective	Performance	Reviews	Improve	Company	Culture?An	effective	performance	review	allows	employees	opportunities	to	reflect	and	improve.	Managers
and	employees	can	create	strong	bonds,	engage	in	constructive	conversations,	set	goals	together,	and	raise	work	performance	through	this	framework	of	positive	reinforcement.Employees	will	inevitably	want	to	be	a	part	of	a	company	culture	based	on	honest	and	nurturing	manager-employee	relationships	where	they	receive	good	employee	feedback
on	their	overall	performance	and	have	the	chance	to	do	self-evaluation.ConclusionA	well-planned	performance	management	system	will	guarantee	that	all	managers	and	employees	recognize	the	significance	of	these	discussions	for	their	professional	development	and	the	companys	success.HR	can	facilitate	productive	performance	talks	that	aid	in
alignment	and	increase	employee	engagement.Conversations	about	an	employees	performance	evaluation	will	significantly	impact	the	individual	and	the	organization.	If	you	implement	them	correctly,	they	will	boost	the	productivity	of	your	managers	and	workers.Read	more	of	our	blogs	for	helpful	HR	and	management	advice	and	create	a	productive
and	enjoyable	workplace	culture.	Probation	reviews	give	both	the	employer	and	the	employee	a	structured	approach	to	assess	whether	the	role	and	working	relationship	are	a	good	fit.In	the	UK,	probationary	periods	are	commonly	included	in	employment	contracts,	with	a	specified	timeframe	for	monitoring	performance,	conduct	and	overall	suitability
for	the	role.	While	probation	reviews	typically	take	place	towards	the	end	of	the	probation	period,	some	employers	may	schedule	interim	check-ins	to	provide	support	and	feedback	along	the	way.As	well	for	evolution	purposes,	employers	should	use	the	probation	period	to	help	new	hires	settle	in,	clarify	expectations	and	provide	guidance.	At	the	same
time,	employees	can	assess	whether	the	job	and	organisation	align	with	their	career	goals	and	values.A	final	probation	review	meeting	should	take	place	before	the	end	of	the	period.	This	meeting	allows	the	manager	and	employee	to	discuss	progress,	identify	any	ongoing	support	needs	and	make	a	decision	about	the	employees	future	with	the
organisation.	Depending	on	the	outcome,	the	employer	may	confirm	the	employee	in	their	role,	extend	the	probation	period	to	allow	further	time	for	assessment	or	end	the	employment	where	expectations	have	not	been	met.While	employees	on	probation	do	not	have	the	same	level	of	legal	protection	as	those	with	longer	service,	they	are	still	entitled
to	certain	rights,	including	protection	from	unlawful	discrimination	and	entitlement	to	notice	and	holiday	pay.	Employers	therefore	have	to	approach	probation	reviews	lawfully	and	fairly	to	avoid	potential	disputes.The	Employment	Rights	Bill,	expected	to	come	into	force	in	2026,	may	introduce	formal	protections	around	probation	periods.	Proposed
changes	could	include	clearer	statutory	frameworks	for	review	processes	and	limits	on	the	use	of	extended	probation	terms.	Employers	should	prepare	now	by	reviewing	their	probation	policies	and	documentation.In	this	guide,	we	set	out	the	current	rules	on	probation	reviews	and	how	to	get	the	best	out	of	this	part	of	the	wider	probation	process.
Probationary	reviews	&	employment	contracts	The	terms	of	the	probationary	period	should	be	included	within	the	employment	contract.	The	following	details	should	be	specified:	how	long	the	probationary	period	will	last;whether	the	probationary	period	can	be	extended;under	what	circumstances	the	probationary	period	can	be	extended;
andwhether	the	employee	can	appeal	if	their	probationary	period	is	not	completed.	In	practice,	employers	would	typically	provide	detailed	guidance	on	the	probationary	procedure	in	the	Staff	Handbook,	building	on	outline	terms	within	the	employment	contract.	This	should	be	used	as	a	reference	for	line	managers	conducting	probationary	reviews
and	for	employees	on	probation	to	understand	the	process,	what	is	expected	of	them,	and	the	consequence	for	failing	to	meet	the	required	standards.This	could	include,	for	example,	who	will	be	in	charge	of	holding	the	review	sessions,	how	often	they	will	be	held,	and	how	the	employee	will	be	notified	that	their	probationary	time	has	ended.	It	should
also	explain	how	an	employee	can	appeal	a	decision	to	fire	them	after	a	failed	probation	period.The	employment	contract	should	also	clarify	which	elements	of	the	contract	will	not	apply	during	the	probation	period,	for	example,	providing	a	shorter	notice	period	(for	example,	one	week	rather	than	one	month),	statutory	(not	enhanced)	sick	pay,	and	no
access	to	private	healthcare	schemes	or	other	benefits.	When	to	conduct	a	probation	review	meeting	In	most	cases,	probation	reviews	should	be	conducted	during	and	at	the	end	of	the	probation	period.	These	should	be	in	addition	to	regular,	less	formal	discussions	and	check-ins	between	the	manager	and	the	employee.There	is	no	rule	specifying	the
length	of	a	probationary	period,	but	there	is	an	expectation	that	the	employer	acts	reasonably	in	this	regard.	Generally,	probationary	periods	last	either	three,	six	or	twelve	months,	depending	on	factors	such	as	the	type	and	seniority	of	the	role.If	the	roles	probationary	period	is	two	months,	it	makes	sense	to	conduct	a	meeting	after	one	month,	then
another	at	the	conclusion.	If	the	probationary	period	is	six	months,	you	may	want	to	give	the	employee	more	time	to	adjust	to	their	new	position	before	examining	their	progress,	such	as	after	three	months.	If	the	probation	period	is	12	months,	you	may	look	to	conduct	more	than	two	reviews.Whatever	the	duration,	it	should	be	made	clear	to	the
employee	at	the	start	of	the	employment	relationship	and	the	length	of	the	probationary	period	should	be	stated	within	the	contract	of	employment.Importantly,	you	should	be	careful	not	to	miss	any	deadlines.	If	your	employee	is	on	a	three-month	probationary	period	and	you	do	not	hold	a	review	meeting	at	the	end	of	that	period,	the	employee	could
reasonably	conclude	that	they	have	completed	the	probationary	period	and	are	entitled	to	any	additional	contractual	benefits	gained	as	a	result.	How	to	conduct	a	probation	review	meeting	Managers	conducting	probation	reviews	should	be	trained	to	ensure	they	follow	the	organisations	procedure	and	are	aware	of	risks	relating	to	unfair	dismissal,
discrimination,	reasonable	adjustments	and	the	options	open	to	them	at	the	end	of	the	review	which	could	include	signing	off	the	probation	period	as	successfully	completed,	extending	the	probation	period	or	dismissing	the	employee.From	the	beginning	of	the	employment	relationship,	the	employer	should	set	and	communicate	the	measurements	and
targets	of	the	role	to	the	employee.	This	could	relate	to	areas	such	as	technical	skill	and	capability,	and	contribution	to	the	culture	and	ethos.	The	probation	should	be	a	discussion	of	the	progress	to	date	against	these	measures.If	problems	arise	during	the	probationary	period,	the	probation	review	is	critical	for	raising	and	addressing	the	issues	in	a
structured	way	through	formal	feedback,	and	where	employer	support	and	new	targets	and	objectives	can	be	discussed.Its	therefore	important	to	be	prepared	for	the	meeting;	review	the	employees	work	prior	to	the	meeting	to	make	an	assessment	of	performance	and	identify	areas	for	improvement	and	take	feedback	from	colleagues	to	ensure	you
have	a	full	picture	of	the	employees	performance.If	you	are	dissatisfied	at	the	end	of	the	probationary	period	and	are	considering	ending	the	employment	contract,	a	compliant	probation	review	process	should	provide	the	framework	for	fair	dismissal.It	is	critical	that	the	probation	meeting	is	documented.	It	can	be	helpful	to	provide	a	template	pro
forma	for	managers	to	ensure	they	are	discussing	and	capturing	the	right	information.	The	completed	form	should	be	provided	to	the	employee	later	for	their	own	reference	and	records.	Questions	to	ask	at	a	probation	review	The	following	questions	can	be	helpful	to	ask	the	employee	during	the	probation	review	meeting:	How	do	they	think	theyre
doing	in	the	role?	Are	they	enjoying	it?	Is	the	job	what	they	expected	it	to	be?What	do	they	understand	the	expectations	of	their	role	to	be?How	would	they	describe	their	performance	in	the	job?Has	anything	negatively	impacted	your	performance	during	the	probation	period?Do	they	require	any	training	or	support	to	develop	particular	skills	or
capabilities?In	turn,	the	manager	should	provide	feedback	on	any	areas	where	they	believe	they	can	improve.	These	should	be	explained	in	as	much	detail	as	feasible	and	in	a	constructive	manner.	Feedback	should	be	specific	about	what	the	employee	needs	to	do	to	improve,	including	examples	if	possible.	It	should	be	motivating	so	that	the	employee
does	not	become	discouraged.Its	also	crucial	for	the	line	manager	to	remember	that	the	probation	meeting	is	not	part	of	a	disciplinary	procedure.	The	goal	should	be	to	assist	the	employee	in	succeeding;	its	possible	that	all	they	need	is	additional	time	in	the	role	to	do	so.At	the	conclusion	of	the	meeting,	the	manager	should	advise	the	employee	when
they	will	meet	again	and	if	required,	set	improvement	goals	for	that	date.	What	happens	if	the	employee	fails	to	complete	their	probationary	period?	Employees	may	fail	to	meet	the	required	standards	during	their	probationary	time,	for	example,	due	to	poor	performance	in	the	role,	poor	conduct	(eg	consistent	lateness),	or	excessive	sickness	absence
rates.Your	approach	should	depend	on	the	particular	issue.	Competency	and/or	conduct	If	an	employee	fails	to	perform	the	function	to	the	appropriate	standard,	despite	support	provisions	being	put	in	place	and	following	earlier	performance	conversations,	you	must	explain	your	concerns	and	provide	evidence	in	support.	You	should	then	allow	them
the	opportunity	to	give	their	input	and	to	respond	to	your	points.If	you	are	still	not	satisfied	and	are	looking	to	dismiss	the	employee,	you	should	inform	the	employee	of	the	dismissal	and	confirm	the	decision	in	writing,	stating	the	reasons	why	they	failed	the	probationary	period,	how	much	notice	they	will	receive,	when	their	employment	will	end,	and
their	right	to	appeal.	The	letter	should	also	state	the	date	for	submitting	the	appeal	and	who	it	should	be	sent	to.	Sickness	or	disability	In	relation	to	sickness	absence	and	disabilities,	you	should	examine	two	options	before	moving	to	dismiss	the	employee.	First,	determine	whether	the	illness	was	caused	by	the	job.	In	that	case,	you	should	consider	if
there	are	any	adjustments	you	can	make	to	remedy	the	issue	and	avoid	others	becoming	affected	in	the	same	way.The	second	step	is	to	determine	whether	the	employee	has	a	disability.	Where	this	is	the	case,	you	may	need	to	consider	making	reasonable	adjustments	to	allow	them	to	continue	working	without	taking	so	much	time	off.	Adjusting	an
employees	work	hours,	providing	them	with	equipment	so	they	may	work	from	home,	or	providing	them	with	a	parking	place	near	the	office,	for	example,	could	all	improve	the	employees	overall	performance.	Dismissal	on	the	grounds	of	a	recognised	disability	could	be	deemed	unlawful	discrimination.If	an	employee	has	been	absent	for	an
unacceptable	period	of	time	during	their	probationary	term,	you	may	dismiss	them	during	or	at	the	end	of	the	period	for	this	reason,	though	it	is	recommended	that	you	first	consider	providing	a	probationary	period	extension.	To	explain	your	decision,	you	should	meet	with	the	employee	as	mentioned	above.	A	letter	should	be	sent	stating	your
reasoning	and,	as	previously	said,	allowing	them	to	appeal.	Other	unlawful	grounds	If	an	employee	is	fired	at	or	near	the	conclusion	of	their	probationary	period,	they	are	unlikely	to	meet	the	two-year	qualifying	time	for	bringing	an	unfair	dismissal	claim.	However,	regardless	of	how	long	an	employee	has	worked	for	you,	the	law	will	consider	some
dismissals	to	be	automatically	unfair.	Pregnancy-related	reasons,	availing	of	a	statutory	right	(for	example,	the	right	to	be	paid	the	National	Minimum	Wage),	and	whistleblowing	are	examples	of	automatically	unfair	grounds	for	dismissal.You	can	still	dismiss	an	employee	who	fits	into	one	of	these	categories,	but	the	dismissal	must	not	be	because	of
an	automatically	unfair	reason.	If	the	employee	files	a	claim	with	the	Employment	Tribunal	alleging	that	you	dismissed	them	on	one	of	the	automatically	unfair	grounds,	you	would	need	to	show	that	this	was	not	the	case	and	provide	an	alternative,	lawful	ground	for	dismissal.Employees	with	protected	characteristics,	such	as	gender,	ethnicity,	marital
status,	and	sexual	orientation,	are	likewise	protected	from	being	dismissed	because	they	have,	or	are	perceived	to	have,	or	are	associated	with	someone	who	has,	a	protected	characteristic.	If	challenged	at	Tribunal,	the	employer	would	have	to	show	that	the	employees	dismissal	during	the	probationary	period	was	not	due	to	their	protected
characteristic(s)	and	provide	evidence	of	the	actual	lawful	reason.	Extending	the	probationary	term	When	an	employee	fails	to	meet	the	requirements	of	the	job,	it	is	generally	advisable	to	extend	the	probationary	period.	The	option	to	extend	the	probation	term	has	to	be	included	in	the	employees	employment	contract	and	the	circumstances	under
which	this	will	occur	should	also	be	provided,	even	if	only	in	broad	terms,	such	as	where	there	is	a	need	for	more	time	to	evaluate	an	employees	performance.If	you	do	decide	to	extend	the	probation	period,	you	should	confirm	the	decision	to	the	employee	in	writing,	stating	why	you	have	decided	to	do	so	and	how	long	the	extension	will	last.	Dismissal
during	the	probation	period	Only	after	two	years	of	service	does	an	employee	have	protection	from	unfair	dismissal.	However,	if	you	are	looking	to	dismiss	an	employee	during	their	probation	period	that	is,	before	they	attain	the	protections	of	two	years	continuous	service	it	is	strongly	recommended	that	you	follow	the	usual	dismissal	process	to	avoid
any	potential	complaints.	This	helps	to	avoid	issues	where	the	dismissal	could	relate	to	automatic	unfair	dismissal,	unlawful	discrimination	and	breach	of	contract,	where	the	employee	is	protected	regardless	of	their	length	of	service,	from	day	one	of	their	employment.	Is	there	a	minimum	notice	period	for	probation	dismissal?	Employers	have	to
provide	statutory	notice	periods	during	probation,	ie	one	weeks	notice	if	the	employee	has	worked	for	more	than	one	month	but	less	than	two	years.	The	employer	may	also	opt	to	provide	longer	notice	periods.	In	either	event,	the	employer	should	set	out	the	applicable	notice	periods	within	the	employment	contract.	Can	an	employee	claim	unfair
dismissal	during	the	probation	period?	In	most	situations,	employees	on	probation	are	generally	unable	to	claim	for	unfair	dismissal	as	they	must	have	served	for	two	years	to	have	attained	that	right.	However,	employers	are	advised	to	tread	with	care	as	a	number	of	risks	may	arise.	For	example,	the	employee	may	be	entitled	to	make	an	unfair
dismissal	claim	if	the	actual	cause	for	their	dismissal	is	not	that	they	failed	their	probationary	period,	but	rather	that	it	is	for	a	reason	that	is	found	to	be	automatically	unfair	(such	as	discrimination	based	on	a	protected	trait).	Need	assistance?	The	HR	experts	at	DavidsonMorris	are	available	to	provide	help	on	all	elements	of	workforce	management,
including	performance	reviews	and	probation	management.	Speak	with	one	of	our	specialists	for	assistance	and	guidance	on	a	specific	issue.	Probation	review	FAQs	What	is	a	probation	review?A	probation	review	is	a	formal	meeting	conducted	by	employers	to	evaluate	a	new	employees	performance,	behaviour,	and	suitability	for	their	role	during	the
probationary	period.	When	should	a	probation	review	take	place?A	probation	review	typically	occurs	towards	the	end	of	the	probationary	period	but	may	also	be	conducted	at	regular	intervals	during	the	period	to	monitor	progress.	What	happens	during	a	probation	review?The	employer	discusses	the	employees	performance,	achievements,	and	any
challenges	faced.	Feedback	is	provided,	and	the	outcome	of	the	probation	period	is	determined.	Can	a	probation	period	be	extended?Employers	can	extend	a	probation	period	if	the	employee	needs	more	time	to	meet	expectations.	This	should	be	communicated	formally	and	supported	with	clear	objectives.	What	are	the	possible	outcomes	of	a
probation	review?The	main	outcomes	include	confirmation	of	the	employee	in	their	role,	extension	of	the	probation	period,	or	termination	of	employment	if	performance	is	unsatisfactory.	Is	an	employee	entitled	to	feedback	during	the	review?Providing	constructive	feedback	is	a	key	part	of	the	probation	review	process,	helping	the	employee
understand	their	progress	and	areas	for	improvement.	Can	an	employee	challenge	the	outcome	of	a	probation	review?Employees	can	raise	concerns	if	they	feel	the	process	was	unfair	or	discriminatory.	Employers	should	document	decisions	to	defend	against	potential	disputes.	Do	employees	have	rights	during	the	probationary	period?Employees	have
statutory	rights,	such	as	the	right	to	a	fair	process	and	protection	from	discrimination,	even	during	probation.	How	should	employers	prepare	for	a	probation	review?Employers	should	review	the	employees	performance,	set	clear	objectives,	and	ensure	feedback	is	constructive	and	backed	by	evidence.	What	if	the	probation	review	is	missed	or
delayed?If	a	probation	review	is	not	conducted	on	time,	the	employee	may	automatically	move	to	permanent	status	depending	on	the	terms	of	the	employment	contract.	Glossary	TermDefinitionProbation	PeriodA	set	period	at	the	start	of	employment	during	which	an	employees	performance	and	suitability	are	assessed.Probation	ReviewA	formal
meeting	to	evaluate	an	employees	progress,	achievements,	and	challenges	during	the	probationary	period.Performance	FeedbackConstructive	comments	provided	by	the	employer	to	help	the	employee	understand	their	strengths	and	areas	for	improvement.Probation	ExtensionAn	extension	of	the	probation	period	if	the	employee	needs	more	time	to
meet	performance	expectations.Outcome	of	ProbationThe	decision	made	after	the	probation	review,	which	could	include	confirmation,	extension,	or	termination	of	employment.Termination	of	EmploymentEnding	the	employment	relationship,	typically	if	the	employee	fails	to	meet	the	required	standards	during	probation.Constructive
FeedbackFeedback	provided	in	a	supportive	manner,	focusing	on	improvement	and	development	rather	than	criticism.Employment	ContractA	formal	agreement	outlining	the	terms	of	employment,	including	the	probation	period	and	review	process.Statutory	RightsThe	legal	rights	afforded	to	employees,	such	as	protection	from	discrimination,
regardless	of	probation	status.DiscriminationUnfair	treatment	based	on	protected	characteristics	such	as	age,	gender,	race,	or	disability,	prohibited	under	the	Equality	Act	2010.Objective	CriteriaClear	and	measurable	standards	used	to	assess	an	employees	performance	during	probation.DocumentationRecords	kept	by	employers,	such	as	meeting
notes	and	performance	evaluations,	to	support	probation	decisions.Fair	ProcessEnsuring	that	the	probation	review	is	conducted	in	a	transparent,	consistent,	and	lawful	manner.Performance	TargetsSpecific	goals	set	by	the	employer	for	the	employee	to	achieve	during	the	probationary	period.Legal	ComplianceAdherence	to	employment	laws	and
regulations	when	managing	probation	reviews	and	outcomes.Employee	RightsProtections	afforded	to	employees	during	probation,	including	the	right	to	fair	treatment	and	feedback.Automatic	ConfirmationThe	process	by	which	an	employees	status	becomes	permanent	if	a	probation	review	is	not	conducted	as	outlined	in	the	contract.Dispute
ResolutionSteps	taken	to	address	disagreements	or	challenges	raised	by	employees	about	the	outcome	of	a	probation	review.Support	PlanA	structured	plan	providing	additional	training	or	resources	to	help	employees	meet	performance	expectations.HR	PolicyOrganisational	guidelines	that	outline	the	process	and	expectations	for	probation	reviews
and	employee	management.	Author	Profile	Anne	Morris	The	probationary	period	in	new	employment	is	a	crucial	period	for	both	employers	and	employees.	It	is	a	time	when	both	parties	have	a	chance	to	assess	whether	the	collaboration	meets	their	expectations.	The	probationary	interview,	which	usually	takes	place	at	the	end	of	the	probationary
period,	is	an	essential	part	of	this	process.	But	what	exactly	does	it	entail,	and	why	is	it	important?	You	can	read	about	that	here.Prefer	to	start	right	away?	Then	download	our	free	trial	interview	template	here!	What	is	a	probationary	interview?A	probationary	interview	is	a	formal	meeting	between	a	new	employee	and	his	or	her	supervisor	or	HR
representative	at	the	end	of	the	probationary	period.	This	probationary	period	is	a	defined	period	(usually	1	to	2	months)	during	which	both	the	employee	and	the	employer	have	the	opportunity	to	assess	whether	the	new	hire	meets	their	expectations.	During	the	probationary	interview,	the	performance	and	integration	of	the	new	employee	is
evaluated.	Why	is	a	probationary	interview	important?The	importance	to	workers:Feedback	and	development:	the	probationary	interview	provides	employees	with	valuable	feedback	on	their	performance	and	behavior	in	the	organization.	This	allows	them	to	address	any	deficiencies	and	focus	on	their	development.Clarity:	it	gives	employees	clarity
about	their	roles	and	expectations	within	the	organization.	They	can	ask	questions	and	discuss	any	ambiguities.Career	development:	for	employees,	this	is	a	time	to	discuss	their	long-term	goals	and	aspirations.	The	probationary	interview	can	help	them	determine	if	the	organization	is	the	right	place	for	their	professional	growth.	The	importance	to
employers:Evaluation	of	performance:	employers	can	thoroughly	assess	the	new	employees	performance	during	the	probationary	interview	and	determine	whether	it	meets	expectations.Culture	and	integration:	it	offers	employers	insight	into	how	well	the	new	employee	has	integrated	into	the	corporate	culture	and	whether	they	fit	the	organizations
values.Decision-making:	the	probationary	interview	is	also	an	opportunity	for	employers	to	decide	whether	to	convert	the	employees	temporary	appointment	to	permanent	employment.	Tips	for	a	successful	probationary	interviewPreparation:	both	employers	and	employees	should	prepare	for	the	interview.	This	includes	gathering	relevant
documentation	and	formulating	specific	feedback	and	questions.Open	communication:	encourage	open	and	honest	communication	during	the	conversation.	Employees	should	feel	free	to	raise	concerns	or	questions.Constructive	feedback:	provide	specific,	constructive	feedback	rather	than	general	comments.	This	helps	employees	improve	their
performance.Goals:	discuss	goals	for	the	future	and	development	opportunities	for	the	employee.The	probationary	interview	is	a	valuable	tool	for	managing	expectations	and	promoting	growth	for	both	employees	and	employers.	It	enables	both	parties	to	work	together	to	create	a	successful	and	productive	working	relationship.	As	an	employer,	should
you	have	an	end	of	probation	conversation?Although	we	find	the	end-of-probation	interview	to	be	very	useful,	we	still	see	that	not	every	organization	actually	conducts	the	interviews.	But	can	that	actually	just	happen?	We	sought	it	out.	It	appears	that	there	is	no	legal	requirement	for	employers	to	have	an	end-of-probation	conversation.	The
probationary	period	is	intended	as	a	period	during	which	employers	and	employees	have	the	opportunity	to	evaluate	cooperation	before	entering	into	a	permanent	employment	contract.	In	some	countries	or	industries,	however,	there	may	be	specific	rules	or	collective	bargaining	agreements	that	require	an	end-of-probation	interview.	So	its	a	good
idea	to	consult	your	local	laws	and	any	agreements	within	your	industry	to	determine	if	there	is	a	requirement	for	conducting	an	end-of-probation	interview	in	your	specific	situation.	In	addition,	having	such	a	conversation	can	be	helpful	in	assessing	the	employee	and	promoting	a	positive	work	environment.	Make	probationary	interviews	run
smoother	and	generate	valuable	insights	with	Learned	toolsOur	advanced	HR	software	platform	supports	the	planning,	preparation,	documentation	and	follow-up	of	probationary	interviews,	improving	communication	between	employers	and	employees.	Through	the	data	collected	during	these	conversations,	organizations	can	identify	trends	that	can
lead	to	more	effective	onboarding	and	performance	improvement.	With	Learned,	the	probationary	interview	is	not	just	a	mandatory	step,	but	an	opportunity	to	encourage	growth	and	development	for	both	employees	and	employers.With	Learned,	you	make	evaluations	more	honest.	Dont	base	the	final	assessment	on	the	managers	gut	feeling.	Make
evaluations	more	fair	by	easily	calibrating	evaluations	with	Learned.	Explanatory	Figure:	The	9-grid	model	in	Learned	makes	it	easy	to	compare	and	calibrate	evaluations	from	different	managers.	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	hereLets	take	a	quick	step	back	and	talk	about	probation	periods.	If	you	choose	to	include	a	probationary	period	in	youremployment
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,	theyre	a	good	idea.TheCitizens	Advice	Bureausays	that	legally,	theres	no	such	thing	as	a	probationary	period.	Once	youve	started	work,	the	number	of	weeks	youve	worked	begins	on	the	day	youve	started,	not	from	the	time	when	your	probationary	period	ended.	According	to
them,	an	employees	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),	its	really	helpful	to	ask	questions
that	allow	both	parties	to	reflect	on	the	current	relationships.	Keep	them	informal,	be	honest	and	make	sure	theres	room	forconstructive	feedbackon	both	sides.Here	are	a	ten	probation	review	example	questions	worth	asking:Are	you	enjoying	the	job?How	do	you	think	youre	doing?What	do	you	feel	like	youve	accomplished	during	your	time	here?Do
you	understand	the	job	requirements	and	expectations?Is	this	what	you	thought	youd	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	theyre	staying,	feel	free	to	celebrate!	Youve	hired	a	great	employee	and	theyre	a	good	fit	for	yourcorporate	culture.If	theyre	staying,	but
need	to	put	in	a	bit	more	effort,	be	clear	but	firm	about	how	they	can	improve	their	performance.	Perhaps	with	aperformance	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,	its	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.	
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