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ONBOARDING & PROBATION
Probation Review Meeting Form
Onboarding & Probation  |  White Cube Consulting

Use this template at each probation review - typically at one month, three months and six months. Complete all sections during or immediately after the meeting. Provide the employee with a copy and retain a signed copy on the personnel file. Where employment is not being confirmed at the end of the probation period, seek HR advice before the meeting.
▪ Meeting Details
	EMPLOYEE NAME
	

	JOB TITLE
	

	DEPARTMENT
	

	LINE MANAGER
	

	DATE OF MEETING
	

	START DATE
	

	REVIEW STAGE
	☐ One Month   ☐ Three Months   ☐ Six Months   
☐ Other: 


SECTION 01
Employee Self-Assessment

The employee completes this section before or at the start of the meeting - before manager comments are shared. This encourages honest reflection and creates a more balanced, two-way conversation.
How do you feel your probation period has gone so far? What are you most proud of?

Where have you found things most challenging - and what support would help?

What do you feel you still need to learn or develop in order to be fully effective in your role?

SECTION 02
Role and Responsibilities
How well does the employee understand their role, key responsibilities and priorities?

Are there any areas of the role where further clarity, support or development is needed?

SECTION 03
Performance Against Objectives

Review progress against the objectives or priorities agreed at the start of employment or at the previous review meeting.
	OBJECTIVE / PRIORITY
	PROGRESS / COMMENTS
	ON TRACK?

	 
	 
	□ Yes   □ Partly   □ No

	 
	 
	□ Yes   □ Partly   □ No

	 
	 
	□ Yes   □ Partly   □ No

	 
	 
	□ Yes   □ Partly   □ No


SECTION 04
Performance and Behaviour Ratings

Rate each area using the scale: 1 = Significant concern; 2 = Development needed; 3 = Meeting expectations; 4 = Exceeding expectations. Where a rating of 1 or 2 is given, ensure the concern is documented in the relevant section and HR is consulted before the meeting concludes.
	AREA
	RATING 
(1-4)
	COMMENTS

	Performance - quality and output of work
	
	

	Attendance - punctuality and reliability
	
	

	Conduct - professional behaviour and attitude
	
	

	Team Fit - integration with colleagues and organisational culture
	
	

	Learning Agility - speed of learning and application of new skills
	
	

	Overall Probation Rating
	
	


SECTION 05
Development and Support

What has gone well during the probation period? What should the employee continue to do?

What development areas or improvement needs have been identified? What support will be provided?

Agreed development actions and timescales:

SECTION 06
Objectives for the Next Review Period

	OBJECTIVE / PRIORITY
	TARGET DATE / SUCCESS MEASURE

	 
	 

	 
	 

	 
	 

	 
	 


SECTION 07
Recommended Outcome

Complete this section before the sign-off. The recommended outcome should be agreed between the manager and HR before being communicated to the employee.
	SELECT
	RECOMMENDED OUTCOME
	NOTES

	☐	Confirm Employment
	 

	☐	Extend Probation
	 

	☐	Seek HR Advice Before Proceeding
	 


If probation is extended or employment not being confirmed - document the reasons, specific improvements required and the timescale:


SECTION 08
Sign-Off

By signing this form, the employee confirms they have received a copy of this review and have had the opportunity to discuss its contents. Signing does not constitute agreement - it is confirmation of receipt and discussion.
	LINE MANAGER
	[Full Name]

	SIGNATURE 
	[Signature]

	DATE
	[Date]


Any Comments:

	EMPLOYEE
	[Full Name]

	SIGNATURE 
	[Signature]

	DATE
	[Date]



Any Comments: 
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