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1.
Introduction

This policy and procedure applies to new non-teaching employees within the school (whether full-time or part-time, permanent or temporary). This policy does not apply to teachers, as they have separate arrangements under their nationally agreed terms and conditions as Early Careers Framework teachers.

2.
Purpose

The policy and procedure define the probationary period for support staff and how it should be managed in schools.

3.
Equal Opportunities

The schools are equal opportunities employers with a commitment to equal treatment of all employees.  Minorities and people with disabilities will not be singled out or be discriminated against and every effort will be made to ensure that a fair and consistent practice, as detailed in this policy and procedure, is carried out.

4.
Terms of Employment During the Probationary Period
Although it is contained in an employee’s statement of terms and conditions of employment, line managers must ensure that employees understand the terms of their probation period. All employees should have a probation period, except employees who will be employed for less than six months. Employees employed for less than six months should still receive regular reviews of their performance/conduct during their term of employment. (A similar format to that in the Probation Report Form Appendix 1 may be used for this purpose.)
During the probationary period, employees will be subject to all the terms and conditions of their contracts of employment with the exception of those terms noted below.

The amount of notice that the organisation must give to the employee of dismissal is different during probation. During probation, the organisation may terminate the employee's contract of employment by giving the notice period as set out in section 12 of this document. In the event that the organisation decides to terminate the employee's employment, their employment will come to an end immediately and the employee will receive pay in lieu of their notice period together with any outstanding holiday pay – if applicable.
The amount of notice an employee must give the employer during probation is as set out in section 12 of this document.

Once the probationary period has been completed, the notice periods will be as defined in the employee's contract of employment.

5.
Probation Period
5.1
Irregularities Discovered during the Probationary Period
If, during an employee's probation, it is suspected or established that the employee does not have the qualifications, experience or knowledge that they claimed to have at the time of recruitment, the matter will be discussed with the employee to establish the facts. If the evidence suggests that the employee misrepresented their abilities in any way, the organisation will terminate the employment giving ay in lieu of notice. 

5.2

Conduct Issues



If at any point during the probation period the employee is accused of misconduct or gross misconduct, the matter should be investigated, and the individual should be provided with an opportunity to respond to any conduct issue. If the evidence suggests that the employee is guilty of misconduct, the organisation will terminate the employment giving pay in lieu of notice. If the evidence suggests that the employee is guilty of gross misconduct, the organisation will terminate the employment with no notice payable – summary dismissal.  If the decision is to terminate, the individual will be offered the right of appeal against the decision.  Due consideration will be given to the level of experience of the employee. 


If the process cannot be completed before the probation period is due to end, then it may be appropriate to extend the probation period to allow for the process to be completed.
5.3

Attendance Issues

Absence from work may be an issue that impacts on a satisfactory probationary period. This could be either because the ability to attend on a regular basis impacts fundamentally on the role; or because it has not been possible to adequately assess the performance due to the amount of time away from work. Dependent on the reason for absence a referral to the Occupational Health Service may need to be undertaken to understand how any health issues may impact on the employee’s ability to perform in the role.

Reasonable Adjustments - The Occupational Health Physician may suggest adjustments to the employee’s working environment in order to facilitate his/her return to work. It is for the School to decide what adjustments are reasonable based on the suggestions made in the report and with due regard to the Equality Act 2010. 

In exceptional circumstances it may not be possible to make a decision about a permanent appointment during the first few months of employment, for example if the employee suffers a lengthy illness soon after starting work. Should this happen, arrangements may be made to extend the length of the probation. The line manager must involve both the employee and Headteacher, obtaining advice from their HR Provider.

At any time during the probationary period, if the employee is failing to reach the required standards of attendance, in executing his or her duties and responsibilities, the employee should be asked to attend a formal review meeting with the Headteacher or line manager.  The employee has the right to be accompanied by a trade union representative or work colleague.  The areas where improvement is required should be made clear and fully discussed.  The employee’s views should be sought and taken into consideration.  Appropriate counselling, advice and support should be identified and arranged as required. Failure to improve will lead to a Final Review meeting being convened and may result in the termination of employment.

5.4
Performance Issues

The probationary period provides employees with enough time to settle into the School and 
the role and demonstrate whether they are meeting the job requirements. A line manager will 
normally be in regular contact with a new member of staff on a day-to-day basis and discuss 
and assess his or her performance more or less continually. However, the probation review 
meetings give both the line manager and employee a clear framework to work within and are 
an excellent way of giving structure and shape to an employee’s probation period. If an 
employee knows in advance that they will be discussing their work and performance with their 
line manager in a relatively formal setting, then they will be more likely to give some thought to 
the direction of their work and achievements up to that point.

Managing the employee effectively during the probation period enables the line manager to:

· Confirm the decision to appoint the employee to permanent staff, or give reasons and evidence for a decision not to confirm the employee in the appointment

· Ensure that the employee is performing the duties of the post satisfactory

· Agree future work

· Discover any problems with working relationships, work or morale, of which the line manager may be unaware

· Provide feedback and praise for the employee’s achievements to date

· Establish a positive image of the school as a caring employer

· Identify further training/development needs

· Ascertain whether the employee’s initial impression of the school has been confirmed in practice.
The majority of employees settle into their new job with no significant problems, however there may be occasions when an employee does not meet the required standard, and this may lead to the termination of their employment.  It is therefore important that the probation policy is followed carefully.  In difficult cases, the manager should seek advice from their HR Provider.

Line managers should make full use of the probation period, and ensure they plan one to one meetings.  A common mistake is to put off dealing with an employee performance issue and allow the probation period to expire. At this stage, the employee is confirmed in his or her appointment by default and the line manager will have a Capability issue to manage.

6
Performance Reviews during the Probationary Period


During the probation period the line manager should review the employee’s performance regularly. The line manager should also: 

· Make sure the employee is clear about what tasks are expected of them and what (measurable) standards must be reached

· Identify any shortcomings in performance at the earliest possible stage, discuss these clearly and promptly with the employee and provide reasonable help, guidance and training to help them overcome these shortcomings

· Discuss frankly with the employee if satisfactory service is not being achieved: i.e.: excessive sick leave, lack of motivation, issues of conduct and failing to respond to guidance.

· Ensure that shortcomings are not ignored or ‘glossed over’. Ignoring an employee’s failings does not help the employee or the team.



If at any stage during the probationary period an employee appears to be having difficulties in achieving the required standard of performance, the line manager must meet with the employee to explain the problem.  The meeting should seek to agree ways in which the employee can be supported to achieve the necessary standards.  Line managers should document any concerns and confirm these to the employee in writing.  In addition to the above, the line manager must also explain to the employee that if they do not achieve the required standard they will not be confirmed in post and their employment will be terminated.
7
Probation Review Meetings

A line manager must ensure that the probationary meetings take place at the 3-month (First Probation Review Meeting) and 5-month (Final Probation Review Meeting) period.  Before the probation meeting managers may find it useful to re-read the following documents in preparation for the meeting:

· Employees application form

· Recruitment interview notes

· Job description and person specification

· Any other material which may serve as an indicator of the employees’ performance.

Use the probation report form (Appendix 1) and give the employee as much notice as possible to enable them to prepare.

During probationary meetings the line manager should:


· Set clear and achievable performance targets - explain what sort of performance level is expected and if appropriate, discuss why it is not being reached – be specific and clear.  Where required give actual examples of the areas where unsatisfactory performance is not being reached.  Agree with the employee what they must do to achieve an acceptable level of performance, - the employee must be given ample opportunity to improve. 

· Give the employee sufficient opportunity to discuss their view of how the job is going, and also any possible reasons for poor performance.  It is essential that the meeting is a two-way process

· Keep records of the agreed objectives, the time scales for assessments and how the employee was assessed. Records must also be kept of any warnings given.

· Explain that there will be further assessments, and should the employee’s performance not improve, there is the possibility that their appointment may be terminated.

· Make it clear to the employee they are available should they wish to talk or seek advice or guidance.  

· When shortcomings are clearly and very significantly unacceptable, contact their HR Provider for advice.  Consideration will then be given to terminating the appointment before the end of the probation period.

8.
First Probation Review Meeting

The First Probation Review Meeting should take place after 3 months. If there are concerns regarding an employee’s performance which have not already been brought to the attention of the employee, they should be clearly outlined during this meeting. The employee should be set appropriate, clear targets to achieve and should be given time to improve before any decision regarding their continued employment is made. The line manager should continue to regularly review their performance in line with section 7.
9.
Final Probation Review Meeting


The Final Probation Review Meeting should take place after 5 months and is the formal conclusion of the ongoing performance review that takes place during the probationary period. If the employee has failed to reach the acceptable level required by the end of their probationary period, this should have already been addressed as per section 7 and more formally in the First Probation Review Meeting. The Final Probation review meeting is not the appropriate place to raise concerns about performance for the first time, unless there has been a sudden drop in performance which needs to be investigated and addressed.



A Final Probation Review Meeting can also be held to review ongoing poor attendance issues.


At the end of the probationary period, following the Final Probation Review Meeting, a line manager will either confirm that the employee has successfully completed their probationary period and has been confirmed into their post or that the employee has not yet reached the acceptable level required.



If the line manager decides that the employee has not yet reached the acceptable level required, possible options are:

1. In exceptional circumstances, it may be appropriate to consider an extension to the probationary period. This option may be used where the employee's performance is borderline and there are sound reasons for concluding that they will be able to achieve the required standard with appropriate support within the extended period.  The probationary period may also be suspended, or an extension granted where an employee has had a long, unavoidable period(s) of absence during which it has not been possible to undertake a reasonable assessment. Any extension must not exceed 3 months. Following the Final Probation Review Meeting, the line manager must write to the employee to confirm the extension of their probation period and set out exactly what improvements the employee needs to make in order to reach the required level of performance within their role, confirming that failure to reach the required level by the end of the extended probationary period is likely to result in the termination of employment.
2. Recommend the employment is terminated. The line manager should contact their Headteacher, who in turn should contact the HR provider before terminating employment.

10.
Extension of Probationary Period


An extension period for improvement of usually no longer than 3 months should be specified during which time, with the support provided, the employee will be expected to raise his or her performance to the required standard. This is considered to be a final warning except for cases of ill-health. The employee should be clearly warned that no further extension of the probationary period will be considered apart from in exceptional circumstances and that if the employee does not improve sufficiently the contract will be ended.


The employee’s performance should be monitored throughout the period for improvement.

At the end of the improvement period, a further interview should be held with the employee.  If the required standard is reached, then a decision is taken that the probationary period has been completed satisfactorily and the employee should be informed by the Headteacher or line manager in writing as soon as possible.


If the Headteacher or line manager believes the required standard of performance has not been reached, the Headteacher will recommend the employment is terminated.  
11.
Termination of Employment

In the event that the employee has failed to reach an acceptable standard during their probationary period and a decision has been made to terminate their employment, the Headteacher, following advice from their HR provider, should:

a) Write to the employee to invite them to a meeting regarding their continued employment. 
b) Inform the employee that this is likely to result in the termination of their employment.

c) Remind the employee of their right to be accompanied by a work colleague / recognised trade union representative or other staff representative of their choice.

d) At the meeting the presenting manager will outline the shortcomings identified during probation and how the Performance Improvement Plan (PIP) has not been achieved, including:

· The background to convening the meeting and highlighting the performance or attendance concerns.

· Explaining the standards expected for the grade & post, where they have not been met and the implications.

· Noting any training and support that has been offered and the difference that has made.

e) The Headteacher will decide If the outcome is that the employee did not successfully pass their probation and that their employment will be terminated.

f) Confirm the outcome of the meeting in writing giving the employee the right of appeal to the Clerk to the Governors.

Notice periods during probation period: GradeNotice Period to be given by employee / employer during probation period1 –61 week7 –112 weeksSocial Care Practitioner/ Senior Practitioner 2 weeksSoulbury or Youth & Community terms & conditions2 weeksSenior Management rolesOne month 12. 
Notice periods during probation period

	Grade
	Notice Period to be given by employee / employer during probation period

	1 – 6
	1 week

	7 – 11
	2 weeks

	Social Care Practitioner / Senior Practitioner 
	2 weeks

	Soulbury or Youth & Community terms & conditions
	2 weeks

	Senior Management roles
	One month


13. 
The Right of Appeal



Employees have the right to appeal against any decision to terminate employment. Appeals must be sent in writing to the Clerk to the Governors within five working days of receiving notification of the outcome of the meeting.  The Appeal Hearing will be heard by a Panel of Governors (preferably 3).

The employee will be given at least five working days’ notice in writing of the appeal hearing, which should be heard as soon as possible. Before the appeal ensure that the individual knows when and where it is to be held, and of their right to be accompanied by a work colleague or a Union/Staff Representative. Make sure the relevant records and notes of the original meeting are available for those taking part.

The process of the appeal hearing is as follows – the Chair should:

· Introduce those present to each other, explaining their presence as necessary

· Explain the purpose of the meeting, how it will be conducted

· Ask the employee to explain the basis of the appeal 

· Pay particular attention to any new evidence that has been introduced, and ensure the employee and manager has the opportunity to comment 

· Once the relevant issues have been thoroughly explored, summarise the facts and call an adjournment to consider the decision

· If appropriate - overturn a previous decision if it becomes apparent that it was not soundly based – such action does not undermine authority but rather makes clear the independent nature of the appeal. 

· Inform the employee of the results of the appeal and the reasons for the decision and confirm it in writing. Make it clear that this decision is final.

A written record must be made of the appeal and retained on file in compliance with GDPR requirements.
CONFIDENTIAL - Probation Report Form – First Review – 3 months
	Date of Meeting:               _____________________________________________________________

Name:                                 _____________________________________________________________
Job Title:                            _____________________________________________________________
Line Manager:                   _____________________________________________________________
Start Date in Post:            _____________________________________________________________
End date of Probation:     ___________________________________________________________________



Assessment of Performance:
	Standard of work:
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

​

Initiative:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Relationship with Colleagues:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Relationship with Pupils / Parents / External Agencies (– as appropriate to role):

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________




	Attendance:
___________________________________________________________________________________________

___________________________________________________________________________________________




	Other Comments?
___________________________________________________________________________________________

___________________________________________________________________________________________




Development:

	Areas for Further Training & Development:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




Follow Up Action:

	Targets to be Achieved:
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________




Employee’s Assessment:

	Employee Comments:

Workload – difficulty, variety, etc:

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Your standard of work:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Working conditions:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Has the role met your expectations (if not, why not?):

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




	Manager to confirm action take in response to employee comments (if applicable):

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




I confirm that the probationary interview occurred as described above:


Signed: ________________________ (Employee)

Date: __________________

Signed: ________________________ (Line Manager)

Date: __________________

Probation Report Form – Final review – 5 months
	Date of Meeting:               _____________________________________________________________

Name:                                 _____________________________________________________________

Job Title:                            _____________________________________________________________

Line Manager:                   _____________________________________________________________

Start Date in Post:            _____________________________________________________________

End date of Probation:     ___________________________________________________________________



Assessment of Performance:

	Standard of work:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

​

Initiative:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Relationship with Colleagues:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Relationship with Pupils / Parents / External Agencies (– as appropriate to role):

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________




	Attendance:

___________________________________________________________________________________________

___________________________________________________________________________________________




	Other Comments?

___________________________________________________________________________________________

___________________________________________________________________________________________




Development:

	Areas for Further Training & Development:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




Follow Up Action:

	Targets to be Achieved:
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________




Employee’s Assessment:

	Employee Comments:

Workload – difficulty, variety, etc:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Your standard of work:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Working conditions:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Has the role met your expectations (if not, why not?):

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




	Manager to confirm action take in response to employee comments (if applicable):

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________




I confirm that the probationary interview occurred as described above:


Signed: ________________________ (Employee)

Date: __________________

Signed: ________________________ (Line Manager)

Date: __________________
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