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	1.0
	Purpose and Scope

	
	

	1.1
	The purpose of this policy is to allow a specific time period for both a new employee and the School to assess suitability of the role with the benefit of firsthand experience.

	
	

	1.2
	This policy applies to all new employees recruited by the School who have less than one year of continuous service and are contracted to work for at least three months. It does not apply to Teachers, including Early Career Teachers, agency staff, consultants, casual workers, and external secondees.

	
	

	1.3
	An employee who is absent from work due to either maternity, adoption or shared parental leave will have their probationary period suspended for the duration of their absence from work.

	
	

	1.4
	Any concerns with the performance, conduct and attendance of a new employee will be managed within the scope of this policy.

	
	

	1.5
	This policy does not form part of any individual employee’s contract of employment with the School.

	
	

	1.6
	The purpose of this policy is to set out what is required and the options available to the School in dealing with probationary issues. For comprehensive guidance on how to effectively implement this policy the school should refer to the Probationary Management Toolkit.

	

	

	2.0
	Principles

	
	

	2.1
	The duration of the probationary period should normally be for six months, comprising of three probationary review meetings. However, there is provision for an earlier conclusion after two meetings, for either where the employee has already demonstrated that they have met the requirements asked of them or where there are serious concerns. For term time working employees school holidays are not included as part of the probationary period. 

	
	

	2.2
	All assessments undertaken during the probationary review process are provisional, pending the final probation review meeting.

	
	

	2.3
	Employees will be made aware in advance of the final probationary review meeting if there are any issues or concerns that could affect the decision to confirm the employee into post.

	
	

	2.4
	Where an employee has a grievance relating to their employment during their probationary assessment period, the Grievance Policy shall apply.

	
	

	2.5
	The personnel designated to handle the stages within this policy are either Head Teacher and/or Line Manager.  However, it is for the School to determine who within their structure is responsible for undertaking any stages within this policy.  This could include Deputy Head Teachers, Assistant Head Teachers and School Business Managers.  Where the School designates any employee other than Head Teacher or Line Manager to undertake meetings under this policy, the role should be substituted throughout. 


	
	

	2.6
	Any meeting arranged with an employee, apart from an appeal against dismissal, can only be held outside their contractual/directed hours with their agreement.

	
	

	2.7
	The employee will have the right to be accompanied at the Probationary Review Hearing and any Appeal Hearing by a trade union representative or a work place colleague of their choice. It is the employee's responsibility to make such arrangements and to supply copies of all relevant information and documentation. Wherever possible, if the representative is a workplace colleague they will be granted paid time off work to accompany the employee when necessary to do so. 

	
	

	2.8
	If the employee’s chosen representative is not able to attend a hearing or an appeal hearing the School will seek to arrange an alternative date within one working week of the original date with the representative. If it is not possible to arrange a date within this period, a later date will then have to be set at which both the Panel Members and chosen representative can attend unless it would be unreasonable to do so. In the circumstances where the employee will not be able to have their first choice present, they would need to either accept any representative who is available to accompany them to the meeting, as provided by their trade union, or find another workplace colleague.

	
	

	2.9
	The Governing Body will need to determine its involvement in the implementation of this Policy including the identification of Governors to be involved in any specific case. The Governing Body must also have regard to their own delegated powers in respect of this Policy.

	
	

	2.10
	Due to the time constraints of the academic year and, where appropriate, governor availability, the School reserves the right to stipulate the date for re-arranged formal meetings.

	
	

	2.11
	A note taker may be present at all Probationary Review Meetings and a HR Representative may be present at the Probationary Review Hearing and any Appeal Hearing.

	

	

	3.0
	First and Second Probationary Review Meetings

	
	

	3.1
	The purpose of the probationary review meetings is to give the employee an indication of how far they are on target to meeting the criteria for confirmation in post at the end of the probationary period and to highlight any areas for improvement. 

	
	

	3.2
	The review meetings should cover the following which would then be formally confirmed to the employee:


	
	· What is either satisfactory or going well.

	
	· Where any improvements in performance, conduct or attendance are required and what was identified to address these shortfalls.

	
	· Any factors outside the employee’s control which has impacted on their performance and the identification of solutions where possible.

	
	· Any issues or concerns that could affect the decision on whether or not to confirm the employee in post.

	
	· In the case of the second meeting, to review progress and agreed actions since the first meeting.

	
	

	3.3
	The probationary period may be concluded after the second probationary review, without the need for a third meeting by either:


	
	· Confirming the employee into post as they have fully met the assessment criteria, or 

	
	· Arranging a Formal Probationary Review Hearing as there are serious concerns about the employee’s work performance that the employee has shown to be either unwilling or unable to address.



	4.0
	Third Probationary Review Meeting

	
	

	4.1
	By the end of the probationary review period, the reviewing manager should hold a third probationary review meeting with the employee to determine which of the following courses of action should apply: 


	
	· [bookmark: _GoBack]Extension of probationary period for up to 3 more working months.

	
	· To hold a Formal Probationary Review Hearing.

	
	

	4.2
	The reviewing manager’s decision will be formally confirmed to the employee as soon as reasonably practicable after the end of the contractual probationary period.

	

	

	5.0
	Extending the Probationary Review Period

	
	

	5.1
	Based on the individual circumstances of the case, the probationary review period may be extended for any of the following reasons:


	
	· Whilst there has been improvement by the employee, it is not yet at the required level, although this is expected to be met within the extended timescale.

	
	· The employee had significant absence(s) from work relating to either a declared or possible disability and/or pregnancy.

	
	· The employee has had a period of long term sickness i.e. 28 calendar days or more.

	
	· The employee has made complaints and/or raised grievances about work, which has affected their performance, upheld.

	
	

	5.2
	The probationary review period may not be extended beyond the first six months if the first and second probationary review meetings have not already been held for reasons other than those identified in 5.1. In these cases the employee will be confirmed in post by default.

	

	

	6.0
	Probationary Review Hearing

	
	

	6.1
	Where it is determined that the employee's work performance has not reached a satisfactory level at the conclusion of the probation review period, a Probationary Review Hearing will be held to consider the employee’s continuing employment at the School.

	
	

	6.2
	At this meeting the manager who held the probationary review meeting(s) will present a report setting out the issues and concerns regarding performance and the action taken to date. The employee will have the opportunity to respond to the report and to make any relevant representations.

	
	

	6.3
	The meeting will make a decision formally confirmed to the employee from the following options:


	
	· To direct a further probationary review meeting 

	
	· To confirm the employee in post.

	
	· To dismiss the employee with notice.

	

	

	7.0
	Formal Probationary Appeal

	
	

	7.1
	An employee has the right to appeal against any decision to dismiss by submitting a formal appeal by the given deadline stating the grounds on which the appeal is made.

	
	

	7.2
	An appeal must be based on the following grounds:

(a) substantive – new evidence has come to light
(b) procedural – the probationary policy was applied unfairly or not followed correctly
(c) inaccurate – the probationary report misinterprets the information provided
(d) inconsistent – the decision does not follow logically from the probationary report
(e) incommensurate - the outcome of the decision is inappropriate, based on the    information available.

	
	

	7.3
	Any appeal must give the specific grounds as to the reasons for the appeal. It is not sufficient to simply state the reasons given in 7.2 without expanding on these points. Appeals must be submitted in writing, by the date stated in the outcome letter.

	
	

	7.4
	The appeal will be heard by a Panel which will not include any members who were involved in the proceedings prior to the appeal.

	
	

	7.5
	At the conclusion of the hearing the Appeal Panel will either uphold the decision of the Probationary Review Hearing or reinstate the employee.

	
	

	7.6
	The Chair of the Appeal Panel will formally notify the employee of the outcome and the reasons for it. 

	
	

	7.7
	The decision of the Appeal Panel is final.

	

	

	8.0
	Misconduct during the Probationary Period

	
	

	8.1
	Any allegations of misconduct, would need to be investigated by the reviewing manager and any formal action, which may include early termination of employment, would be determined at a Probationary Review Hearing.

	
	

	8.2
	For any allegations of gross misconduct, the school should follow the Disciplinary Policy, which should include an investigation and disciplinary hearing, if appropriate. 




	9.0
	Sickness absence during the Probationary Period

	
	

	9.1
	Any issues relating to sickness absence, whether short term or long term, should be addressed within the probationary period, although the school may wish to hold welfare meetings as described in the Managing Sickness Absence policy.
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