
Day 1 – Employee Arrives 
Manager checklist to be 
completed (sent to line 

manager by Laura 
Hammon) to advise 

started 

New Employee Journey Day 1 to 12 Months
All forms and templates are available on the Startin Group Intranet under employee experience 

reviews or payroll forms – completed documentation needs to uploaded to their employee profile by 
the Head of Business or returned to HR/Payroll

Day 30 – Manager Review
Manager Template plus 
employee checklist via 

meta & H&S Docs

Day 90 – Manager Review 
Manager template plus 
employee checklist via 

meta 

Depending on outcome of 
30/90-day review – 

Weekley/Monthly reviews 
maybe necessary 

6 Month Probation 
Manager Review form and 

approve/extend or fail 
probation period 

All employees will then move to annual reviews 
Manager review – targets and action plans for year ahead agreed and signed 

If probation is extended it  
needs to be issued in 

writing with a new 
probation end date agreed 

– inform HR 

If probation is failed then 
the employee needs to be 

provided the correct notice 
period and a leavers form 

completed & sent to 
HR/Payroll 
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