PROBATION PERIOD POLICY – SCHOOL’S
   
[image: ]Probation Period Policy 

Schools


Author: Human Resources
Last updated: June 2026 
Version: 2.3.2 

Covers:	 
· Introduction
· Appointment
· Length of Probation
· Progress of Probation Period
· Mid-Point of Probation Period
· Final Probation Review
· Dismissal during Probation Period
· Appendix A – Probation Period Assessment Form  
· Appendix B – Template letter for completion of Probation Period
· Appendix C – Conduct of Probation Review Hearing  
· Appendix D – Conduct of Probation Appeal Hearing
 
Purpose
1. Introduction

All new staff recruited in school’s will be subject to the following probationary procedure, except for Early Career Teacher’s (ECT’s) who are subject to a statutory induction.
The purpose of the probation period is for the new employee to demonstrate they are 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 the new employee is given appropriate supervision, guidance, and training, making sure they understand the behaviours expected as school employees. Regular 1-2-1’s should take place. 
Advice and guidance to any employee and their manager at any stage of the probationary period is available from the HR Business Partner Team. Where there are concerns immediate advice should be sought. 
Scope
	 
2. Appointment

On appointment the employee should be provided with a full local induction programme. A basic induction checklist for reference is located on the Schools Leadership web page. In addition, a copy of the job description and a full explanation of their responsibilities and function and the management structure of the school should be provided.

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 description. 

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

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.

·  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. In support refer to the ‘Setting SMART Objectives’ guide on the Schools Leadership web page. 

· 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 the 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

[bookmark: _Hlk231371291]The probationary period should normally be for six months, only in exceptional cases should a probation be extended and 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 in line with assessment periods 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 school.

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 (where 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 the HR Business Partner team.

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.

Automated emails in relation to probation review dates will be sent from iTrent to the school as reminders.

4.2   	Dealing with Unsatisfactory Performance 

Line Managers should seek advice from the HR Business Partner Team by emailing hr.businesspartners@rbwm.gov.uk 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 giving examples
· 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 at 3 months) the Line Manager should hold a formal meeting with the new employee to review their progress and complete the Probation Assessment Form as detailed at Appendix A. 




		   	
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 final stage 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 final performance review (which should be at the beginning of month 6).

· End on a positive note. At this point, please contact a member of the HR Business Partner Team if there are any ongoing issues or concerns to discuss, if not done so before.

6.	Final Probation Review

If the new employee is successful in completing their probationary period, the Line Manager will complete the ‘Final Probation Assessment Form’ as detailed in Appendix B. The line manager will then confirm that in writing to the employee. See Appendix C for a template letter to use.

7.     Dismissal during Probation Period

If, during this period, the Line Manager finds the new employee to not be suitable for the position, they may recommend to the Headteacher, by way of a report, that the employee be dismissed, having first consulted the HR Business Partner Team. A notice of the termination of contract would then be given in accordance with their employment contract.

A new employee may be dismissed at any point during the probationary period. Whilst dismissal will not normally be within the first three months, there may be circumstances when dismissal at an early stage is necessary. Any dismissal hearing will be held in accordance with Appendix D. There is a right of appeal against being dismissed whilst on probation and that appeal is to another senior manager not previously involved in the case. The appeal hearing will be held in accordance with Appendix E. 

Roles and Responsibilities
· Human Resources (HR) is responsible for ensuring that this policy is kept up to date with all the latest legislation.

· Employees are responsible for reading and understanding all aspects of the policy this includes line managers. 

Principles
RBWM reserves the right to revise this policy or any of its components. Employees should review these terms periodically for any updates or changes.
Affiliated Document (The document can be accessed on the Schools Leadership intranet.)
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Appendix A 
Mid Point Probation Period Assessment Form
	Employee Name:
	

	Job Title:
	

	Manager:
	

	Date:
	



	
	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 
	
	
	
	
	

	Progress and achievements:

	Areas requiring improvement give details below:

	Outline any plans to improve performance:

	Has the employee undergone any training? List any further training or development to improve current performance:

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

	Any other comments including your overall assessment of their progress:

	Have objectives have been set to be reviewed in line with the appraisal cycle?:  

	Employee’s signature
	

	Manager’s signature
	

	Date
	





Appendix B 
Final Probation Period Assessment Form
	Employee Name:
	

	Job Title:
	

	Manager:
	

	Date:
	



	
	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 
	
	
	
	
	

	Progress and achievements:

	Are there any areas that still require improvement?  If yes, please specify below:

	Has the employee been provided with all relevant training?

	Manager’s summary of the employee’s performance during the probation period:

	Is the employee’s appointment to be confirmed?
	         YES
	      NO

	If No, give details as already agreed with HR



	Should the employee’s probationary period be extended to allow time for improvement.
	           YES
	      NO

	If yes and with prior agreement from HR, 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
	





Appendix C
Template Letter
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 permanent appointment in the role of XXX.

All your other terms and conditions remain unchanged.
 
May I take this opportunity to congratulate you and wish you continued success in your career with XXXXXX School.

Yours sincerely

INSERT LINE MANAGER NAME
INSERT JOB TITLE



Appendix D
CONDUCT OF PROBATION REVIEW HEARING   

· The hearing will be conducted by a Hearing Officer, who will be accompanied by a representative of Human Resources 

· The Hearing Officer will explain the procedure to be followed.

· The Presenting Officer will state the case against the employee, outlining the reasons why the employee is not suitable, in the presence of the employee and their representative. 
 
· The employee or their representative shall be given an opportunity to ask questions of the Presenting Officer. 
 
· The Presenting Officer may call witnesses. 
 
· The employee or their representative shall have the opportunity to question any witnesses called by the Presenting Officer. 
 
· The Hearing Officer may ask questions for clarification of the Presenting Officer and any witnesses.
 
· Witnesses will remain in attendance whilst they are questioned and will withdraw thereafter.
 
· The employee or their representative shall put the employee’s case in the presence of the Presenting Officer. 

· The employee may call witnesses. 
 
· The Presenting Officer shall have the opportunity to ask questions of the employee, their representative and of any witnesses called by the employee. 
 
· The Hearing Officer may ask questions for clarification of the employee, their representative and any witnesses called by the employee. 

· Witnesses will remain in attendance whilst they are questioned and will withdraw thereafter.
 
· The Presenting Officer shall have the opportunity to sum up the case against the employee but may not introduce any new material. 
 
· The employee or their representative shall have the opportunity to sum up the employee’s case but may not introduce any new material. 
· The employee, their representative and the Presenting Officer, shall withdraw. 
 
· If recall is necessary, both parties are to return regardless of the point giving rise to doubt. 
 
· The Hearing Officer shall consider the case in private with the HR representative. 
 
· The decision of the Hearing Officer, if not verbally delivered on the day, will be notified in writing within 5 working days. This will include notifying the employee of their right of appeal and the procedure to be followed.








































Appendix E

CONDUCT OF PROBATION APPEAL HEARING  

· The Chair of the Appeal Panel will conduct the appeal hearing and will be accompanied by a representative of Human Resources. 

· The Chair of the Appeal Panel will explain the purpose of the hearing and outline the procedure to be followed. 

· The employee has the right to be accompanied by a work colleague, an accredited trade union representative or a trade union official and may call witnesses and refer to documents relevant to the hearing. 

· The employee (or representative) will put the employee’s case in the presence of the Appeal Panel and may call such witnesses as required. 

· The Presenting Officer will have the opportunity to ask questions of the employee and witnesses who have been called, on the evidence given. 

· The Appeal Panel will have the opportunity to ask questions of the employee and witnesses and call such witnesses as required. 

· Witnesses will remain in attendance whilst they are questioned and will withdraw thereafter. 

· The Presenting Officer will put the case in the presence of the employee and representative and may call witnesses as required. 

· The employee or representative will have the opportunity to ask questions of the Presenting Officer and any witnesses who have been called, on the evidence given.

· The Appeal Panel will have the opportunity to ask questions of the Presenting Officer and any witnesses as required

· Witnesses will remain in attendance whilst they are questioned and will withdraw thereafter. 

· The employee (or representative) and the Presenting Officer will have the opportunity to sum up their cases if they so wish. 

· All parties will then withdraw. 

· The Appeal Panel will deliberate in private with the HR Representative.

·  If recall is necessary, both parties are to return regardless of the point giving rise to doubt. 

· The decision of the Appeal Panel, if not verbally delivered on the day, will be notified in writing within 5 working days.   

· The decision of the Appeal Panel is final.
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