
          

Plan for a successful probation
Overview
In keeping with everything else about your business, your probation system should be clear, straightforward 
and professional, with supporting documents that tell your new employee everything they need to know. 

The idea of an induction, and particularly the discussion of the probation period, is not to stress out your 
new employee, but rather to set the tone and set out the standards in such a way that they are inspired to 
hit the ground running, and be an asset to your team from the off. 

Probation is a fail-safe to ensure that the person you’ve recruited is the right fit for your business and vice-
versa.  In a buoyant job market individuals can be choosier and use the probation period to check that 
they’ve made the right decision too. If you think you’ve recruited the ‘Perfect Person for You,’ you want 
them to feel the same way too.

A probation period has a start, and it should also have an end!  Many business owners forget that bit, and 
the individual ‘drifts’ into a full-time position without any measurement or recognition of having had a 
successful probation period.  

The same can be said of many new employees who have not had a successful probation period, and who 
in fact have shown themselves not to be a good fit for the business. Somehow, several years later they are 
still with you, still causing problems, everyone knowing that they just don’t fit.

To avoid either of these scenarios happening to you, have a measured and a well-managed probation 
system.

What to include in probation?

How long should probation last? 
This will be governed by the nature of the job. You want to give both you and them long enough to 
be trained and tested on something meaningful and see them in their future workplace. You don’t 
want them in for so long that you’re just tempted to keep them due to the investment you’ve 
already made. 

Three months is thought to be ideal.

Where will probation take place?
Wherever is most appropriate is the answer here.  Again keep it as close to the real working 
environment as you can.
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Who will be involved?
Depending on the size of your business you may ask a team member to be the new person’s 
‘buddy’; but make sure that you stay involved in their progress, so you can make an informed 
decision at the end of probation.
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A period of orientation and induction.  
    This may be done over a day or a week, and it will include:

• Their Memorable First Day (see How To make a first day memorable, coming soon*)
• Your big picture vision, your values etc. 
• Their role and how it fits in with the business (include job description) 
• The outline programme for the whole probationary period 

- What training they will receive
- How their performance will be measured
- What will happen at the end, setting a date for their probationary review
- House-keeping/ legal requirements (if any)/ time for questions 

Performance goals and measures
Adapt your one-page performance review (Download at end) to cover the key areas that you want 
to measure during their probation period under the three key areas - business performance, time 
management & personal organisation and team contribution.  If there are any specific KPIs you 
want them to hit, or goals you want them to achieve, note these on the back of the review. 
Share all of this with them during their induction, and give them a copy of the review to take away 
with them.

Training
Again this will depend on the nature of your business, but their initial training should enable them to 
do a job or tasks which will confirm their ability to perform their role but not take so long that testing 
time runs out. 
If a main aspect of their work is working in a team or dealing with customers then you don’t want 
them isolated with their head in a book. So tailor your training to give you the best indication in the 
timescale, of their future performance

Work experience
As with training, keep things as close to the real thing as you can and monitor their progress 
carefully. This isn’t just to see how they get on but if they’re successful they’ll already be half-
trained or even competent.
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Whatever happens do not settle for someone who is a ‘really nice person’ but doesn’t have the skills or 
aptitude to succeed with you; or someone who is ‘wonderfully talented’, but doesn’t share your values and 
has the wrong attitude.

Make the right decision, regardless of the potential pain of going back to square one.  Accept that it 
may take time and effort to hire the heart and mind that fits your business.  But boy is it worth it!

Download your 1 Page Performance Review Template
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30-60-90 day meetings
Meet with your new team member at least every 30 days to give and receive feedback on how they 
are doing, using the performance review document as your guide.  These meetings are crucial to 
the success of the probation, and all too often they are forgotten in the busyness of business.  Let 
your employee know how they are doing, and set them up for success.

Review and conclusion 
At your 90 day meeting, which will usually signal the end of their probation period, review their 
performance using the one-page review.
 
By this point you will have reached a conclusion about their future with your business. 

If they have been successful you’ll congratulate them, give them feedback on their performance 
and areas for improvement (as you would with any Performance Review) and welcome them to the 
team - making a big fuss of their success in front of the rest of the team.

If they have been unsuccessful, you will let them go:
• Thanking them for their work
• Acknowledging what they’ve been good at
• Explaining why they are not the right fit
• Wishing them well 
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https://www.dropbox.com/s/z68tiw700zxxx5a/One%20Page%20PR%20.pdf?dl=0
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