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Probationary Policy Statement

The Trust is committed to ensuring that all new employees are fully supported in achieving a successful level
of work performance, attendance and behaviour and to assist them in demonstrating their suitability to
undertake the full duties of their new post during their probation period.

An effective induction and probation for new employees is the best opportunity to ensure new staff are clear
about their role and management expectations. This is a critical time for establishing understanding about,
and commitment to, the Trust and academy’s objectives. This also ensures that new staff have the best
chance of success in their role.

This procedure expects that all new members of staff will have an up-to-date job description that accurately
reflects the responsibilities of their post and that they have gone through a recruitment process that has
tested their ability to fulfil the functions of the post.

Where employment is begun in February onwards, no pay award is available until the following
academic year. This is due to the annual appraisal period running from 1 September ending 31
August.

Diversity Policy Statement

The Trust willingly accepts not only its legal responsibilities but also wishes to embrace best practice in all
areas of its work in order to secure equality of both treatment and outcome for all.

The Trust is therefore committed to ensuring that no-one is treated in any way less favourably on the
grounds of personal differences such as race; national, ethnic or social origin; gender (including reassigned
gender); sexual orientation; religious belief; age; disability; marital status; caring responsibilities or political or
other personal beliefs.

We will implement all necessary action and training to ensure that the commitment of the Trust with regards
to equality of treatment and outcome are fulfilled and will regularly monitor and review progress made in
this respect.

We will ensure that employment and development opportunities are available to those who are, or who
become, disabled on an equal footing with those without a disability, adapting jobs wherever possible to
make them accessible.

This procedure should therefore be applied in accordance with this policy.
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Scope and purpose

All newly appointed staff (teaching and support staff) will be subject to a probationary period as set out in
the contract of employment of that employee.

This policy does not apply to:

e Early Career Teachers (ECT), who are subject to the 2012 Induction Arrangements for School Teachers
regulations: https://www.gov.uk/government/publications/induction-for-early-career-teachers-england



https://www.gov.uk/government/publications/induction-for-early-career-teachers-england
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e Employees who have been at risk of redundancy and assimilated or redeployed into a new post within
the Trust.

If the employee is an existing employee who has been transferred or promoted into a different role, the
probationary policy does not apply. The Trust’s normal capability / disciplinary / sickness absence / dismissal
procedure must be followed in full.

The purpose of a probationary period is to give the Trust the opportunity to assess a new employee’s
suitability as a potential member of staff. The employee should also have suitable, clear, work related
development objectives during this period and should be provided with an induction and training and
development support as appropriate to their needs.

The fact that the new employee is subject to such a probationary period will be brought to their attention
through their contract of employment. It is also important that new employees are made aware of the
Trust’s expectations of their performance, conduct and attendance and the possible consequences of falling
below acceptable standards.

Terms of employment during the probationary period

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. During the probationary period, attendance,
conduct, capability issues will be managed under this policy rather than the standard Trust HR policies.

Except in the case of existing employees who have been transferred or promoted into different roles (see 3.3
above), the amount of notice that an employee must give to the Trust if they wish to resign, and the amount
of notice that the Trust must give to the employee of dismissal, are different during probation. During
probation, either party may terminate the employee's contract of employment by giving one month notice
unless otherwise varied by the contract. In the event that the Trust decides to terminate the employee's
employment, their employment will come to an end immediately and the employee will receive pay in lieu of
the notice together with any outstanding holiday pay.

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

Key responsibilities of line managers

Under this policy, the relevant line manager has responsibility for monitoring a new employee's
performance, conduct, attendance and progress during the probationary period. The relevant manager
should ensure that the employee is properly informed at the start of their employment about what is
expected of them during probation, for example the required targets or standards of performance, and for
putting in place a plan to support the successful start to any new role.

Induction

An induction programme should be provided to the employee within the first week of appointment that sets
out the key aspects that should be addressed during the induction process.
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On/before the first day a new employee/inductee is in post, managers should ensure that:

e Employees know how to get into the site on the first day, when they need to arrive and who they should
report to.

e If relevant, workstation, telephone, tools, equipment, computer access, etc. are in place before they
arrive.

e Information on the essential aspects of health and safety and child protection is provided.

¢ A welcome meeting/discussion takes place on their first day.

e Ensure employee has received and signed their contract of employment

Time scales and procedure

All parties involved in the process have an obligation to ensure that timescales set out in the procedure are
followed as far as possible. However, timescales may be extended by mutual agreement.

Managers should make a decision in relation to probationers within six months of appointment in accordance
with section 9 of this policy.

For the purpose of this procedure, ‘working days’ are defined as Monday to Friday, irrespective of the actual
working days of the employee concerned but excluding public holidays.

Within the first two weeks of joining there should be an initial meeting with the purpose of setting out the
probationary standards, expectations and any training. Future meeting dates and mid-term review (at three
months) and final review (before six months) dates should be agreed.

Throughout the probationary period, the line manager should ensure that regular supervisory meetings are
undertaken in order to agree work requirements and monitor performance. These meetings should review

the employee’s early performance, conduct and attendance. Employees should leave these meetings with a
clear understanding of what is required of them and the standards to be achieved.

Where there are concerns regarding an employee’s performance, the manager should ensure these are
clearly outlined and recorded. The manager should assist the employee to overcome any challenges, making
reasonable adjustments where required, and agreeing clear actions to ensure a valid judgement can be made
at the end of the probationary period.

At the end of the probationary period, the manager should hold a formal review meeting and if required a
probation hearing. The manager should make notes of this meeting so that the areas of discussion and
agreement are clearly noted.

Where a line manager is absent for a significant period of time during the probation, the probationer will be
managed by another appropriate manager.

Sickness absence

Any short or long term sickness absence during the probationary period that gives cause for concern should
be addressed as soon as it arises with targets and timescales for improvement set as appropriate. These
concerns should be monitored as part of the probation review process. In cases when genuine ill health has
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not allowed a new employee to satisfactorily demonstrate the ability to fulfil all the functions of their post,
an extension to the probationary period can be considered.

Probation outcomes

Managers should make a decision in relation to probationers within six months of appointment to either:
a) confirm that probation has been successfully completed
b) extend the probationary period, or

c) recommend a termination of employment.

If the manager’s recommendation is that the appointment should not be confirmed, the probation hearing
should be chaired by them.

Successful completion of probation:
9.2.1 Where an employee consistently performs to the required level, the manager can confirm the

employee’s success and note this on the Probationary Outcome Form. The employee should receive
formal confirmation of successful completion of their probationary period.

9.3 Extension to probation:

9.3.1 Six months should normally be an adequate period of time to effectively assess an employee’s
suitability for the role. However, in some instances the employee may not meet the required
performance standards. In exceptional circumstances, the Trust may determine to extend the period
of probation. This may be implemented if:

e Performance conduct or attendance has not been entirely satisfactory, but some improvement
has taken place and there is sufficient evidence to suggest that the employee may be able to meet
the required performance levels with additional time and support.

e The employee or line manager has been absent for an extended period during the probation and
the line manager decides there has been insufficient time and contact to make a judgement, in
accordance with section 8 of this policy.

9.3.2 Inthese circumstances the line manager can decide on an extension of the probationary period. This
will be limited to one extension and will normally be no longer than three months. It is
recommended that advice be taken from the Trust’s HR Team.

9.3.3 If an extension is agreed, a Probationary Outcome Form should be completed, and a formal
notification of the extension will be issued to the employee confirming the terms, including:

e The length of the extension and the date on which it will end.

e The reason for the extension and if that reason is unsatisfactory performance, details of how and
why performance has fallen short of the required standards along with the performance standards
or objectives that the employee is required to achieve by the end of the extended period.

e Any support, for example further training that will be provided during the extended period.

e A statement that, if the employee does not fully meet the required standards by the end of the
extended period of probation, their employment will be terminated.
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During the extended period of probation, performance must be monitored and recorded so that an
objective decision on suitability can be made at the end of the period.

9.4 Unsuccessful Probationary Periods:
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It is important that concerns about an employee’s performance are raised at an early stage. It is not
necessary to wait until the end of the probationary period if concerns are serious and attempts to
improve performance, conduct and attendance have failed. The probationary period can be ended in
these circumstances.

Before holding a formal meeting with an employee where termination of the employment contract
may be considered, advice may be sought from the Trust’s HR Team.

In the event that the employee’s performance, attendance or conduct is unacceptable, despite
efforts to improve it, action to terminate the employment at or before the end of the probationary
period can be taken. The relevant line manager should write to the employee asking them to attend
a formal probation hearing, at which they may be accompanied by a trade union representative or
work colleague if they so wish. The letter must make it clear that non-confirmation of employment is
a possible outcome of the meeting.

The purpose of the meeting is to allow the line manager to explain to the employee why they
consider them unsuitable for appointment, and for them to make any representations as to why the
manager should reconsider that decision.

The relevant line manager may adjourn to consider any representations made and then resume the
meeting to deliver the outcome. A Probationary Review Form should then be completed.

If the decision is to end the employment contract, the payroll provider must be notified in the usual
way with the correct reason for leaving recorded.

The relevant line manager should write to the employee to inform them of the outcome and that the
employee’s employment will not be confirmed. The employee will be given an opportunity to appeal
the decision.

Employment should be terminated in accordance with the employee’s contractual notice period and
section 4.2 of this policy. Advice can be sought from the Trust’s HR Team.

Appeals against termination of employment

Should an employee wish to appeal against a decision to terminate their employment they can appeal in
writing against the decision within 10 working days of receiving written notification of the decision. The
employee’s appeal, must clearly state their grounds for appealing.

The appeal hearing will not be a re-hearing but will be before a new panel.

To be quorate, the Appeal Panel must consist of at least the same number of members as at the probation
hearing and, where appropriate, include relevant managers not previously involved, and who have no prior
knowledge of the case.
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If, having heard the relevant parties at the appeal, the Appeal Panel decides to uphold the appeal, they may
withdraw the termination and may decide to further extend the probationary period for a further three
months only. During the appeal stage the employee will be treated as being continuously employed for the
whole period, including the period between termination and reinstatement.

If performance continues and is deemed to be unsatisfactory during this extension period then the procedure
from paragraph 9.3 is to be followed.

Where an appeal against termination of employment is not upheld, the date of termination will be the
original date of notification.

The outcome decision of the Appeal Panel will be final. The employee must be notified in writing within five
days of the appeal panel hearing; this will make it clear that there is no further internal right of appeal.

Right to be accompanied

Employees have the right to advice and guidance from a fellow work colleague or trade union representative
at all formal stages of the procedure.

Probationers have the right to be accompanied or represented at a probation hearing by a fellow work
colleague or trade union representative.

Probationers and their representative (where applicable) should be consulted on the timing of a probation
hearing under this procedure. However, it is the responsibility of the employee to ensure that their chosen
representative knows as soon as possible the need to attend on the relevant date and liaises with them
regarding the date.

Where a fellow work colleague, or trade union representative has been chosen by the employee to
accompany them at a probation hearing (probationers only) and they cannot attend on the proposed date,
an alternative date may be arranged. This should normally be within five working days, beginning with the
first working day after the original date proposed by the manager. The probation hearing would not normally
be postponed a second time.

Representatives are allowed to address the probation hearing, to present and sum up the probationer’s case,
to confer with the employee and to present any questions on behalf of the employee. The representative has
no right to answer questions on the employee’s behalf, or to address the meeting if the employee does not
wish it, or to prevent the employee from explaining their case.

Non-attendance by employee at a probation hearing

If the employee does not attend the probation hearing, the hearing may either proceed in their absence or
be adjourned, taking into account the reasons for their non-attendance. It is the employee’s responsibility to
explain to their manager the reason for their non-attendance before the hearing if they want it to be taken
into account.

Confidentiality and keeping records

The need to maintain confidentiality will always be observed. Information must not be shared with anyone
except those directly involved. This does not preclude a confidential discussion with a fellow work colleague
or trade union representative.



13.2  Circulation of information will be that which is necessary, to ensure a fair process and consideration of the
case. Unnecessary disclosure of confidential information at any stage may lead to disciplinary action.

13.3  Managers should retain records of all meetings. Any relevant correspondence sent to the employee should
be copied to the employee’s personnel file. All papers relating to a probation hearing will also be retained on

the employee’s personnel file.

13.4  Records must be treated in the strictest confidence and kept in accordance with Data Protection legislation.



