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1.
Introduction
All new staff recruited in the Borough will be subject to the following probationary procedure, except for staff on teachers’ conditions of service who are subject to the Newly Qualified Teacher procedure.
The purpose of the probation period is for the new employee to demonstrate that he or she is suitable for the post they have been appointed to. The probation period is part of the recruitment and selection process.  
The employee’s line manager is responsible for ensuring that the new employee is given appropriate supervision, guidance and training, making sure that they understand the behaviours expected of school employees.  Regular 1-2-1 interviews should take place. 
Advice and guidance to managers at any stage of the probationary period is available from the HR Business Partner Team.

2. Appointment
On appointment the staff member should be provided with a full local induction programme.  In addition a copy of the job accountabilities and a full explanation of his or her responsibilities and functions, and the management structure of the school.  
2.1  
Introductory Probation Meeting

In the introductory meeting the line manager should: 
a) Clarify the duties and responsibilities of the new employee in line with the job accountabilities. 

This should include:

· Explaining key aspects of the role and structure of the school
· Skills/competences required/that must be acquired

· Standards of work expected (quality and quantity)
· Deadlines to be met

· Behaviour/conduct (including timekeeping and attendance)

· Working relationships

· Working environment

· Training needs

· Any other issues specific to the role/grade

b) Explain how objectives will be monitored and measured and how frequently this must be done.  

c) 
Identify any potential training needs.
d) Agree and set dates for further review during the probation period.
2.2  Objective Setting
· As part of the probation/induction period the employee will be set objectives of what should be achieved in the role within the employee’s probationary period to ensure that they have a full understanding of the requirements of the post, the school etc.  These objectives should be agreed soon after appointment in a discussion between the employee and line manager.
· The objectives should be specific to the activities of the new employee and should be clearly defined to avoid misinterpretation.
· The objectives should be clear and measurable.  Line Managers should therefore indicate how the objectives will be measured and what indicators they will use to check whether objectives have been met.
· The objectives set during the probation period should be realistic and commensurate with the grade of the post.  Some work may extend beyond the probationary period and in this case, it may be necessary to break the tasks/project down to set realistic objectives.
· The Line Manager shall give the employee the appropriate support/guidance (including training) necessary to help them achieve set objectives.
· The objectives will be linked to a reasonable timescale.  The Line Manager shall arrange review meetings at appropriate points throughout the probation period to reflect the timescale of the objectives set.
· If this is the final meeting, objectives should match Appraisal Objectives. 
3.
Length of Probation

The probationary period should normally be for six months, but it may in some cases be extended following a discussion with the HR Business Partner Team. 
4.
Progress of Probation Period

The Line Manager should meet with the new employee regularly to have 1-2-1 discussions.  If there are any concerns, the new employee should be informed as soon as possible and be given advice and assistance to rectify it, by clear instructions.  
When monitoring the employee’s progress, the following points should be borne in mind:

· Work output – is the employee making steady progress in the amount of work they are undertaking?

· Work quality – is the employee making satisfactory progress in the production of work which is to an acceptable standard considering the employee’s time and experience in the job?

· Work level – is the employee demonstrating that they are capable of performing at the level which is expected of them?

· Attendance – what is the employee’s record for punctuality, attendance and sickness absence?  Please consult the HR Business Partner Team if there is cause for concern.
4.1  
Reviews 

During the probation period, reviews should be taking place to ensure regular two way communication between the Line Manager and employee, allowing timely action to be taken in the early stages of the appointment.  Formal reviews should be set up in advance so that both parties have time to prepare for them and to ensure that meetings remain free of interruptions.

Line managers are advised to hold frequent informal meetings, which should be documented in order to ensure a good working relationship and feedback on the employee’s progress.  The frequency of these meetings should be determined locally, according to the needs of the employee and service.

As part of the review line managers should:
· Praise good performance/achievements so far
· Review timekeeping/attendance, including sickness absence

· Discuss the employee’s performance to date against the objectives set at introductory probation meeting
· Review/agree training/development needs, if necessary

· Provide constructive feedback on progress

· Identify aspects of performance/conduct that need improving and discuss how
· Explore problems the employee has encountered in their role

· Provide guidance/support as appropriate, e.g., mentoring

· Introduce/agree any changes to the objectives set

· Set the next review meeting (if applicable)

It is the line manager’s responsibility to ensure that reviews are conducted within the timescale described in the policy.  If any issues or concerns are identified, managers should seek advice from HR.
Written documents are important in the probation period as it will provide very helpful information for staff development when the probation period is completed successfully.   Equally, it will indicate clearly why an appointment is not to be confirmed in the case of an unsuccessful probation.

4.2   
Dealing with Unsatisfactory Performance 

Line Managers should seek advice from the HR Business Partner Team whenever an employee’s performance/conduct gives cause for concern at the earliest opportunity.
Where issues with meeting the appropriate standard(s) are highlighted and/or needs for relevant training identified, appropriate opportunity/support should be provided to improve performance.

The line manager should meet with the employee to:
· Discuss any problems identified
· Explain what aspects of the work/conduct is not considered satisfactory 

· Explain what objectives/standards are not met and the shortfall between standards and timescales expected of the employee and those achieved

· What remedial guidance and training will be provided

· Give clear early warnings of what may happen if required standards are not met
· Give clear indications of any necessary improvements

· Agree a course of remedial action and timescales

· Record the outcome of the meeting in writing and give a copy to the

employee

5.
Mid-point of Probation Period

At the mid-point of probation period (normally after 3 months) the Line Manager should meet with the new employee to discuss their progress in a formal meeting.  
5.1 Purpose

To establish if there are any issues that need to be addressed, but also to act as a prompter to the Line Manager that the employee is now midway and a review needs to take place before moving forward into the 2nd phase of the probationary period process.

5.2 
Expectations at mid-point

Within the initial 3 months the basics of the role should be under control.   Ownership of the role, competence of the role and developing working relationships should be demonstrated.
5.3 Format of mid-point review

· The review should recap on the outcome of previous 1-2-1’s, invite employee to talk about the past 3 months and review any issues and improvements that they have made (issues or concerns raised should be documented).
· The Line Manager should give feedback on performance over the past 3 months (providing specific examples if possible).
· Discuss issues raised (specific actions or outcomes should be documented).
· Set expectations for the next 3 months which will be reviewed at the next performance review (which should be in month 5).
· End on a positive note. At this point, please contact a member of the HR Business Partner Team if there are any issues or concerns to discuss, if not done so before.
· If, during this period, the Line Manager finds the new employee to not be suitable for the position, the Line Manager may recommend to the Headteacher, by way of a report, that the employee be dismissed, having first consulted the HR Business Partner Team. The employee will be invited to a formal meeting and have the right to be accompanied by a trade union representative or work colleague.  A notice of the termination of contract will be given in accordance with the employment contract.

6.
Months 5 and 6
If the employee is successful in completing the probationary period, the Line Manager will notify the staff member in writing, copying in the HR Business Partner Team.  An example letter is included for your use, please send a copy to hr.operations@rbwm.gov.uk
There is a right of appeal against being dismissed whilst on probation.  If an employee wishes to appeal they should set out their grounds of appeal in writing to the Clerk to Governors, C/o the School within 5 working days of receiving confirmation of the dismissal decision.
7.  Probation Period Assessment Form
	Employee Name:
	

	Job Title:
	

	Manager:
	

	Date: 3 month/6 month review (delete)
	


	
	Improvement Required
	Satisfactory
	Good
	Excellent
	Outstanding

	Quality and accuracy of work
	
	
	
	
	

	Efficiency and work output
	
	
	
	
	

	Attendance
	
	
	
	
	

	Timekeeping
	
	
	
	
	

	Work Relationships

(teamwork and communication skills)
	
	
	
	
	

	Behaviour, attitude and commitment to work 
	
	
	
	
	

	Where any areas require improvement give details below:

	Outline any plans to improve performance:

	Has the employee undergone any training?  Does the employee require any further training or development to improve current performance?

	Outline the employee’s views on the job, work environment and working conditions:

	Summary of the employee’s overall performance including achievements:

	Please confirm that objectives have been set to be reviewed in line with the appraisal cycle:  

	Is the employee’s appointment to be confirmed (if final probation meeting)?
	         YES
	      NO

	If NO, give details of the issues below:


	Should the employee’s probationary period be extended to allow time for improvement (if final probation meeting)?
	           YES
	      NO

	If yes, please specify the date on which the employee will complete the extended period and specify the improvement required and how this will be achieved:

	New probation completion date (If applicable)
	

	Employee’s signature
	

	Manager’s signature
	

	Date
	


8.  Example Letter

Please send a copy to the HR Team.
Private & Confidential

INSERT NAME
INSERT ADDRESS

Dear INSERT NAME

Re:  Completion of probationary period
I am writing to confirm that you have successfully completed your 6 month probationary period and therefore I have pleasure in confirming your appointment as a permanent member of staff.
In all other respects your terms and conditions remain unchanged.

May we take this opportunity to congratulate you and wish you continued success in your career with XXXXXX School.

Please confirm your receipt of this letter, by signing and returning to me the enclosed copy.

Yours sincerely

INSERT LINE MANAGER NAME
INSERT JOB TITLE
I hereby accept the amended contract described

above and on the conditions stated.





Signed ............................................................





Date ...............................................................
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