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Download New Starter Check list.  

Plan department induction and 

probationary period 

Download 1
st
 Week Form (1).  

Hold 1
st
 Meeting – contact HR BP 

if required 

Download 2
nd

 Month Form (2).  

Hold 2
nd

 Meeting – contact HR BP 

if required 

Complete new starter 

paper work & HR system 

Download 4
th
 Month  Form (3).  

Hold 3
rd

 Meeting – contact HR BP 

if required 

Download 6
th
 Month Probationary 

Form (4).  Hold 4
th
 Meeting – non/ 

confirm or extend appointment 

Attend meeting to 

discuss progress, work 

towards objectives 

Attend meeting to 

discuss progress, work 

towards objectives 

Attend meeting to 

discuss progress, work 

towards objectives 

Send out reminder email to 

line manager at 5 months  

Make sure available for Line 

Manager, consider 

capability/discip. if required 

Make sure available for Line 

Manager, consider 

capability/discip. if required 

Send email with 

probationary review dates 

to line manager +link 

Ensure new starter information is 

complete & send to HR Admin 

Attend meeting to 

discuss progress, work 

towards objectives 

If probationer is unlikely to 

pass probation or period is 

likely to be extended inform 

HR Admin. 

Send confirmation or non 

confirmation letter to LINE 

MANAGER, put copy on 

file 


