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Introduction  
 

This guide to Induction and Probation is designed to help managers understand their role in 
ensuring new staff settles into the Company quickly and effectively. The first few weeks and 
months in a new role can be critical, and a well managed induction and probation period can 
make a significant difference to how well someone performs. 
 
The two processes are distinct and have their own considerations. This guide provides 
background information to help you make the most of each of them. Together they provide 
a systematic approach to ensuring you get the best from your new team member. 
 

What is the purpose of induction?  
 
Induction training is absolutely vital for new starters.  Good induction training ensures new 
starters are retained and settled quickly into a productive role.  Induction training is more 
than skills training.  Induction covers the basics that seasoned employees all take for 
granted.  New employees need to know their working hours, what is the routine for holiday 
and sickness, what is the dress policy, etc.  New employees also need to understand the 
goals and philosophy of the Company.   Finally new employees need to know about the job 
they are required to do, with clear methods, timescales and expectations. 
 
Professionally organised and delivered, induction training is your new employees' first proper 
impression of you and the company, so it's an excellent opportunity for us to reinforce their 
decision to come and work us. 
 
As a manager for your new employee it is your responsibility to ensure that induction 
training is properly planned.  An Induction Checklist can help to ensure Induction is properly 
planned and things are not left out.  There are a few examples on this website to help you 
Tailor the induction checklist and go through it with your new employee on their first 
morning.  You should explain that the checklist ensures that the employee knows what is 
happening and that everything is included to make their first few days informative.  You 

Manager Guidelines: Induction and Probation 

  Page 2 

 

should also explain to your new employee that they should ask about anything they are 
unsure of, or ask to have something covered if they cannot see it in the Induction Checklist.  
 

What to do before the person starts  
 
Once you know a new employee will be working with you, ensure:- 

 They are included in all department or team meeting invitations, for example, 
workshops, forums, social events 

 You book sessions for the new employee with appropriate people as outlined on 
the Induction Checklist 

 You book in regular meetings with them to review their progress, including one 
formal meeting at least one month before their probationary period is due to end.   

 
In the week before your new employee joins, check that they will have access to:- 

 Relevant databases, folders and computer programmes 
 If applicable, a computer with a log-on and an e-mail address 
 If applicable, a working telephone 
 If applicable, a desk, storage cupboards, etc 
 If applicable, swipe cards, keys, etc 

 
In addition consider:- 

 Informing other people that someone new is starting, particularly immediate 
colleagues and those in other rooms/departments with whom they will have regular 
contact 

 Would it be helpful to appoint a buddy? This would normally be someone at a similar 
level to the new starter, who is there to answer questions, show them around, and 
explain the department’s rituals (what happens at birthdays, etc).  A buddy is 
particularly useful if someone has very limited work experience prior to joining the 
Company, or has been out of the working environment for a long time. 

 
Please also make sure that they have been added onto all relevant distribution/telephone 
lists. 

What is the purpose of a probationary period?  
 
A probationary period provides a new employee with the opportunity to demonstrate that 
they are able to do the job to which they have been appointed, and apply the knowledge 
and skills the post requires. It is also an opportunity for the Company to test the individuals’ 
skills and experience as demonstrated at interview. It is a period during which expectations 
will be explained and support provided as necessary. 
 
Managers have the responsibility to provide the new employee with the means and 
opportunity to demonstrate their ability. This should involve outlining expectations, giving 
clear instruction, regular constructive feedback and the provision of appropriate 
development. At the end of the period, the manager will also need to make an informed 
decision whether or not to confirm the individual’s continued employment. 
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Who should have a probationary period?  
 
Anyone joining the Company from another organisation will normally undergo a probationary 
period.  Probationary periods need to be long enough to allow the individual proper time to 
settle into the job and to allow you to assess their suitability.  However, they should not be 
too long which may create an unsettled employee.  Typically probationary periods are 3 or 6 
months. 
 
Where an existing employee is promoted to a higher grade, either within their current 
department or they have transferred from another part of the company, it may be 
appropriate to appoint them on a trial basis rather than use a probationary period. 
 
It would not normally be appropriate to have a probationary period for people who have 
satisfactorily completed their probation in one area, and then move to a similar job at the 
same grade somewhere else in the Company. 
 

Probationary meetings  
 
The purpose of probationary meetings is to facilitate a discussion around the initial 
performance displayed by the new employee in accordance with the role requirements and 
any agreed targets. It should also determine any immediate areas where further training or 
development is required to enable full performance within their role. 
 
In preparation for this review a convenient time and location should be agreed and both 
parties should think about any issues they wish to discuss. The review should be a two-way 
conversation. You should use job specific performance examples to illustrate discussions. For 
example, identify a situation where the individual showed particular initiative, or a specific 
task that was not completed in line with a request. 
 
You will need to meet regularly with your new employee throughout their probationary 
period and give them feedback on their progress.  The frequency of the meetings will 
depend on the seniority of the employee and how they are progressing in their new role.  As 
a minimum it is recommended that you meet with them at the end of their first week, at the 
end of their first month and each month thereafter until their probationary period has 
completed.  As a minimum, you will need to have at least one formal meeting at least one 
month before the probationary period is due to end to give formal feedback on their 
progress. 
 
So these meetings do not slip due to work pressures, it is recommended that these are 
booked in your and their diaries during the new employee's first week of employment. 
 
Ensure you make brief notes of what you discussed at each of these informal discussion 
meetings.  These notes do not need to be typed, nor filed onto the employee’s Personnel 
file, but should be kept safely to use for the next follow up meeting. The notes you make 
can be destroyed after you have confirmed their probationary period. 
 

Should their probationary period be satisfactory 
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If the probationary period is satisfactory and you feel comfortable to recommend the new 
employee becomes a permanent member of staff you need to do the following:- 
 

 Draw up a letter (see template PL1 to help you) to confirm the employee has 
successfully completed their probationary period and that they are no longer on 
probation 

 If possible, give the letter to the new employee in person and explain its contents 
and what it means.  This will also be an opportunity for you to give positive 
feedback on their performance.  If it is not possible to give the letter in person, 
post the letter to the employee's home address. 

 

Should their probationary period not be satisfactory 
 
You will have let the new employee know through your regular meetings where their 
performance is not meeting the standards required by the Company.  Where the new 
employee is showing signs that they may not successfully complete their probationary 
period, you should hold an interim meeting 1month before their probationary period is due 
to end.  At this interim meeting you should discuss their progress and review and implement 
any remedial action. You will need to review the objectives again with the new employee 
and agree with them the standards they are required to meet.   
 
You may also wish to meet with another manager to discuss possible actions, progress to 
date and agree the way forward.  Alternatively you may wish to speak to HR for guidance 
and support, especially if you have never had to extend a probationary period or end 
someone’s employment during their probationary time. 
 
Depending on the nature of the issue, you may wish to extend the probationary period to 
allow the individual more time to meet your standards.  It is recommended that the 
probationary period is only extended once and for up to a maximum of 3 months.  You will 
need to explain the reasons for the extension to the employee.   The contents of this 
meeting will need to be confirmed to the employee in writing and you should draw up the 
letter (template letter PL2 may help you).  Ensure you give the letter to the employee in 
person and check that they understand of the contents. 
 
Set up meetings to meet the new employee every 2 weeks to review progress against the 
objectives set.  The aim will be to work with the employee to improve their performance so 
that the Company can confirm that the employee has completed their probationary period, 
as outlined in the section above. 
 
Should the remaining or extended probationary period not be successful advise the 
employee that a formal meeting is to be arranged and the reasons for this given to 
employee.  Following the meeting the decision will be made to either:- 
 

 Extend the probationary period for a final 1 month where the employee will be 
advised that they will be dismissed if objectives are not achieved (use template 
letter PL2, which you may need to adapt if you have already extended the 
probationary period) 

 To dismiss the employee (letter PL3). 
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Top tips for handling induction and probationary periods 
 

 Structure induction programmes over a period of several weeks in order to allow the 
new employee to absorb all the details that are important and relevant gradually 

 Ensure the induction programme involves input from a number of different managers 
and colleagues of the new employee  

 Ensure all appropriate documentation is issued to the new employee for information 
and reference purposes 

 Place new employees on probation for a period of three to six months with a view to 
reviewing performance throughout the probationary period by means of a review 
meeting between the employee and the manager 

 Discuss any problems that the new employee has experienced during the 
probationary period with a view to identifying the cause and finding a workable 
solution  

 Be willing to vary the way in which induction is carried out if this is necessary to 
accommodate the special needs of a particular employee  

 Make sure that any new employee who has difficulty understanding or assimilating 
spoken or written English is given special coaching or additional training, or is 
provided with the information in another format or language during the induction 
process  

 Examine each part of the induction programme and determine what modifications, if 
any, might be needed for a disabled employee depending on the nature of his or her 
disability and his or her specific needs  

 Structure training wherever possible to be at the most convenient times for the 
majority of staff, including part-timers. 

 


