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Managing probationary periods – guidance for managers 

Introduction 
The purpose of this guidance is to set a clear process for people managers to manage the performance and conduct of new staff members during the probationary period. 
All staff are appointed subject to a 6-month probationary period.  The appointment can be terminated during that period with one week of notice from the organisation or from the new staff member. 
 
Providing support during probation 
The people manager is responsible for providing guidance, feedback and support to the new staff member during the probationary period. The level of support required will differ depending on the individual staff member. All support necessary, within reason, should be given by the people manager to allow the staff member to successfully complete their probationary period and continue their employment.  
The people manager should ensure the staff member receives appropriate training at the start of the probationary period. An induction and training plan should be in place to assist with the staff member’s development and introduction to the organisation.  
 
Providing support for staff members with a disability or long-term health condition 
As legally required by the Equality Act 2010, people managers must provide additional support to staff members with a disability or long-term health condition to ensure they are not subjected to less favourable treatment during their probationary period.  Reasonable adjustments must be considered.  
The people manager should discuss the support offered to staff members with a disability or long-term health condition during their probationary period with [insert appropriate senior management or board members]. 
 
Managing the probationary period 
The people manager is responsible for setting clear standards of performance and conduct, discussing these with the staff member, and reviewing progress regularly.  
During the probationary period, the manager should provide weekly feedback, highlighting strengths, addressing any concerns, and ensuring expectations are fully understood. 
When things are going well, these conversations are an opportunity to recognise positive contributions and reinforce effective behaviours. 
 
If everything is going well 
A mid‑point probationary review meeting must take place at the three‑month stage. This meeting is an opportunity for the manager to provide feedback, recognise good work, and discuss objectives, learning and development for the remainder of the probationary period. 
At the five‑month point, an end‑of‑probation meeting must be held. Where the staff member has met the required standards, the people manager should confirm that the probationary period has been successfully completed and follow this up in writing.
 
What to do if you have performance or conduct concerns 
Any shortfall in performance or conduct must be raised with the staff member in a one‑to‑one meeting as soon as possible. 
The staff member must be given a clear explanation of the concerns, what improvement is required, and what support will be provided to help them achieve it.  
If the concerns are serious, they should be advised that, if the expected improvement is not achieved, their employment with the organisation may be brought to an end with one week’s notice. 
A written summary of the discussion must be shared with the staff member within a few days of the meeting. 
People managers must discuss any concerns about a staff member’s performance or conduct during the probationary period with [insert appropriate senior manager/board member] as early as possible.

Mid-point review meeting 
A mid‑point probationary review meeting must take place at the three‑month stage. The manager should provide feedback on progress, outline any concerns, and explain what improvements are required for the staff member to successfully complete the probationary period. 
If performance or conduct is significantly below the expected standard, the manager may bring the mid‑point review meeting forward. 
At the mid-point review the possible outcomes are: 
Progress on track 
The staff member is meeting expectations, demonstrating the required standards, and progressing well. Continue to support, recognise good work, and monitor performance for the remainder of the probationary period. 
Improvements required 
Some concerns have been identified. Agree the specific improvements needed, outline the support that will be provided, and continue to monitor progress closely. Meet again at the five-month point or before if performance or conduct does not improve.   
Employment unlikely to continue 
Performance or conduct is significantly below the required standard. Begin the process that may lead to ending employment (see below). 
 
Ending employment at the mid-point review 
If the manager has good reason to believe that the required improvements are unlikely to be achieved within the remaining three months, this must be made clear during the mid‑point review or in a follow up meeting soon after the mid-point review. The staff member must be advised in advance that one possible outcome of the meeting is that they may not pass their probation period, and that they may invite a Trade Union representative to attend. 
 
If the staff member is unable to join the mid-point review or follow up meeting, due to sickness, reschedule the meeting for the following week.  If they are unable to attend the rescheduled meeting, the meeting can go ahead without them.  The people manager and HR will meet without the team member and make a decision.  The decision will be communicated to the team member in writing, including the right to appeal, following this meeting.   
 
Ending employment at the end of the probationary period (five-month point) 
With support, training and timely feedback, a staff member may still not meet the required standards of performance or conduct by the end of their probationary period. This may include, but is not limited to, not meeting work targets, persistent lateness, or other unacceptable conduct. 
If the people manager considers that the staff member is unlikely to meet the required standards by the end of the probationary period, they should discuss this with HR as soon as possible and no later than the five‑month point. This allows time to invite the staff member to a meeting with appropriate notice, inform them that they may bring a Trade Union representative, and ensure there is sufficient time for the notice period. 
The people manager with the support of HR, must formally invite the staff member to a meeting, clearly explaining the purpose of the meeting and the potential outcomes. The staff member should be informed that they may be accompanied by a colleague or Trade Union representative.  
During the meeting, the people manager should explain the decision and reasons for ending the employment within the probationary period. A written summary of the meeting and a letter explaining the decision must be sent to the staff member within one day of the meeting.   
This letter should also set out the end of employment date, including the notice period, any outstanding annual leave and the right to appeal against the decision.  
 
Extending the probationary period 
In exceptional circumstances, the probationary period may be extended. This may be appropriate where the staff member has been unable to perform at their best due to factors such as long‑term illness (four weeks or more), bereavement, or other significant personal challenges. 
If you believe a team member has not had a fair opportunity to demonstrate their capability because of such circumstances, you may extend the probationary period. 
 
If the decision is to extend the probationary period, the manager must clearly state during the meeting: 
· The reasons for extending the probationary period 
· The criteria which will be used for assessing the success or otherwise of any extension to the period 
· The date when the extension will be completed 
· What assistance will be given to enable the staff member to successfully complete the extension. 

Performance or conduct concerns after six months 
Where performance or conduct concerns arise after six months’ service, either because: 
· the probationary period was extended due to illness or personal circumstances and improvement has not been achieved, or 
· issues emerge after the staff member has successfully passed probation, 
The matter must be managed under the organisation’s capability or misconduct procedures. At this stage, the staff member has acquired unfair‑dismissal protection, and any dismissal must follow a fair and reasonable dismissal process. 
 
 
 

