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1. Introduction

1.1 It is the Trust’s policy to operate probationary periods for all new employees, and in
some cases in respect of employees who have been transferred or promoted into
different posts.

1.2 The probation procedure provides a consistent and fair framework for monitoring and
reviewing the performance of new employees in relation to:

e Quality of work and understanding of role;
e Attitudes and motivation;
e Conduct and attendance;

e Compliance with all policies and procedures particularly those relating to
safeguarding and promoting the welfare of children and young people; and

e Health and safety.
It also is an opportunity for providing feedback and opportunity for discussion.

1.3 The line-manager will meet with the probation employee at the beginning of their
employment to confirm that they are in agreement with the job description and
person specification issued on appointment through the recruitment process. At this
meeting the probation employee / line manager should identify any aspects in which
they feel needs further training / support and these will form the probationary targets.
The setting of specific probationary targets will not be required if the probation
employee / line manager cannot identify any needs at this stage. If no specific needs
are identified then the line manager should set normal performance management /
appraisal targets and review progress towards these as part of the probationary
period.

1.4 During the probationary period the probation employee should be allocated a mentor.
The role of the mentor is to:

e Provide the new starter with support and supervision and help them put
policies and procedures into practice;

e Support probation employee who may be experiencing difficulties either with
their work or settling into the new environment as soon as possible, especially
if the concerns are about their behaviour in relation to children;

e Look out for gaps in the probation employee’s knowledge which requires
further training.

e Following discussion, report concerns to the line manager regarding any issues

re their progress, attitudes or behaviours — especially in regard to safeguarding
children.

1.5 A mentor should be assigned to all new staff, including those who work part-time. If
support staff, the allocated person should be of an equivalent grade.

1.6 The Head Teacher is responsible for ensuring that all new employees are properly
supported and monitored during their probationary period. They do not need to
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1.7

1.8

1.9

1.10

2.2

directly manage the probation but ensure that if any problems arise, they are
addressed by the person’s line manager, promptly and in accordance with this policy.
The employee should be made aware at the earliest opportunity of what aspects of
their performance or conduct is unsatisfactory.

Where the employee is the Head Teacher, the Chief School Improvement Officer shall
be responsible for managing the 12 / 24 weeks probation meetings and determining
suitability for role. The Partnership Lead will conduct the informal check-in meetings.
Discussions with the Chair of Governors and CEO will then determine whether their
employment is confirmed, an extension approved or their employment is terminated.
For new to post Deputy or Assistant Headteachers, the Partnership Lead will sign off
at the 12 / 24 weeks probation meetings. The Headteacher will conduct the informal
check-in meetings.

This policy has been through a consultation process with the Recognised Trade Unions.
All teaching Unions are of the view that a probationary period for teachers should be
part of induction only. Therefore, this is not an agreed policy but a policy that the
Unions accept can be used by Transform Trust. This means that it will be applied and
used in all Trust schools. The Unions will not oppose its application. It is jointly agreed
that the Trust and teaching Union colleagues will continue to work with each other on
alternatives to probationary processes.

Data on usage of the Probationary Policy will be sought from Headteacher’s to help
shape discussion on continuation of the policy.

The following employees are excluded from a probationary period:

When transferring between Trust schools into the same role, unless they are still
within a probationary period;

Staff who TUPE into the employment of Transform where probationary periods did
not exist;

Following an internal transfer (there may be a probation period when there is a
change in role);

Following any variations to the terms and conditions of employment; and

The ECT induction arrangements and the appraisal policy for teachers will run
concurrently with the probation period. Where deemed necessary the probation
procedure will take precedence over the appraisal policy.

Length of probation

The length of the probationary period applicable to an employee will be as set out in
the contract of employment of that employee.

The probation period may be extended by an additional three months, or longer if the
extension period includes school holidays. All reviews must have taken place as well
as relevant identified support to warrant an extension.
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2.3

3.2

3.3

It may also be agreed at the outset of the employment that the probation period will
be longer than six months where the probation employee is employed on a term time
only contract and the probationary period spans the school summer holidays.

Extending probationary periods

Six months (26 weeks) should be an adequate period of time to effectively assess an
employee’s suitability for the role. For teaching staff, this period of time will apply
only in exceptional circumstances. Where a headteacher is satisfied of suitability, they
may confirm a teaching employee into post earlier than the end of the 26 week period.
It may be decided to extend an employee's period of probation. This will be limited to
one extension and the total period of probation will be no longer than 50 weeks.
Consideration should be made around any extension period that includes school
holidays, timescales should be adjusted so that sufficient time is given to improve,

An extension may be implemented in circumstances where:

(a) The employee’s performance, conduct or attendance during probation has not
been entirely satisfactory, but some improvement has taken place and it is
thought likely that an extension to the probationary period may lead to
satisfactory improvement.

(b) The employee or the Head Teacher has been absent from the workplace for an
extended period during the probation.

If an extension to the probationary period is agreed, the line manager will confirm the
terms of the extension in writing to the employee, including:

(a) the length of the extension and the date on which the extended period of
probation will be reviewed and when it will end;

(b)  the reason for the extension and, if the reason is unsatisfactory performance,
details of how and why performance has fallen short of the required standards;

(c) the performance standards or objectives that the employee is required to
achieve by the end of the extended period of probation;

(d) any support, for example further training, that will be provided during the
extended period of probation; and

(e) astatement that, if the employee does not meet fully the required standards by
the end of the extended period of probation, their employment will be
terminated.

There is no right to appeal the extension of a probationary period.

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.
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4.2

5.2

53

54

5.5

5.6

The amount of notice that an employee must give if they wish to resign, and the
amount of notice given to the employee of dismissal will be as defined in the
employee's contract of employment. For teachers, where possible notice will be in line
with Burgundy Book provisions —meaning contract will terminate at the end of a Term.
Where this is not possible, a minimum of two months’ notice (three in the Summer)
will be either given or can be given by either side. Where there are serious
substantiated concerns that lead to dismissal, i.e. gross misconduct or issues relating
to safeguarding, the notice periods will not apply.

Reviews during probation

The Line Manager is responsible for ensuring that the probation employee is properly
monitored during the probation period and meetings and paperwork are completed
in a timely manner. The employee will be provided with a copy of the procedure and
indicative dates for the probation meetings. Schools should identify the dates of
meetings in the SAMPeople HR System.

How often?

The Line Manager should, in normal circumstances, conduct 2 formal reviews and 2
informal on-track reviews with the new starter. Reviews should take the form of a
confidential meeting between them both in which there is opportunity for two-way
discussion.

In exceptional circumstances, where there are serious concerns over the suitability of
a probation employee, the Line Manager may decide to progress straight to the Final
Review and omit the Second / Third Review, or to reduce the time between the review
meetings. Such concerns may include substantiated safeguarding or health and safety
concerns or substantiated allegations that may constitute gross misconduct or during
an extended probation period.

The First Review: To be completed within weeks four to six of the probation
employee’s start date. The purpose of this meeting is for the Line Manager to evaluate
performance, discuss any objectives set at the outset and discuss any key issues. If
improvements in performance are required, full details should be given, including
appropriate management support / training. If all is on track, review of the appraisal
objectives and progress should be noted.

Upon completion of this review meeting, the Line Manager should complete the
Probation Period Review Form. This should be signed by the Line Manager and the
probation employee. A copy should be given to the probation employee and a copy
saved on the personnel file.

The Second Review: On completion of three months service.
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5.7

5.8

5.9

5.10

5.11

5.12

5.13
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The purpose of this meeting is to review the probation employee's performance over
the first three months. Where the First Review indicated that improvements in
performance were required, the Second Review meeting should be used to consider
the extent of any improvement that may or may not have taken place.

Where the probation employee has not met the required standards, they will be
informed that continued failure to meet those standards could result in dismissal.
Upon completion of this meeting, the Line Manager should complete the probation
Period Review Form. This should be signed by the Line Manager and the probation
employee, and a copy should be given to the probation employee and a copy saved
on the personnel file.

Where performance is on track, confirmation of such and positive impact of work
should be noted as part of the appraisal review discussion.

The Third Review — at or around 18 weeks service. An informal on-track discussion to
review progress to date and determine if the person requires more support or to
confirm they are likely to be secured into post. A further review of appraisal progress
if all on track. At this stage a recommendation for confirmation into post can be made
if there is sufficient evidence to suggest the person fully meets all requirements.

On completion of five months service. Prior to the Final Review meeting which
normally takes place after the probation employee has completed five months service,
the Line Manager should decide whether:

e The probation employee has passed probation (see Section 8); or

e The probation period is extended due to exceptional circumstances (see
section 3 above)

e To make a recommendation for consideration of dismissal (see section 10)

Who should attend a review meeting?

The probationary review meeting will take place between the employee and their
manager. Trust HR do not need to be in attendance, but advice should be sought on
an ongoing basis for clarification on procedure if needed. There is no right to be
accompanied (e.g. by a trade union rep or work colleague) at meetings of this sort.
The right to be accompanied will trigger if and when dismissal or action short of
dismissal is being considered. However, an informal meeting with the Trade Union
prior to dismissal may help to aid the process.

What should be discussed?

The following assessment criteria are suggested for probationary review meetings.
Due regard to length of time in post should be borne in mind when considering the
following:
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5.14

5.15

7.2

e quality of work compared with established standards;

e quantity of work produced compared with established standards;

e amount of supervision required against that normally required;

e the range of work undertaken compared with the duties specified in the job
description. Review forms will be specific to the role being undertaken so that
they are relevant and appropriate.

In addition to the above, the probationary period should be used to monitor
attendance levels (e.g. levels of sickness absence), timekeeping, attitude to work and
colleagues and any other areas of concerns regarding performance.

Concerns over performance should be raised with the probationary employee in a
clear but constructive manner.

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 school will terminate the employment giving one month’s pay in lieu of
notice. If the employee is an existing employee who has been transferred or promoted
into a different role, the school’s normal capability/dismissal procedure must be
followed in full.

End of probation

Shortly before the end of the probationary period (or end of the extension), the Head
Teacher or line manager should conduct a final review of the employee's performance,
conduct, attendance and suitability for the job. This will involve a meeting with the
employee to discuss their performance and progress throughout the period of
probation.

Upon completion of the final review meeting, if the probation employee has passed
probation the Line Manager will complete the Probation Period Review Form. This will
be signed by the Line Manager and the probation employee. The form should be
placed on the probation employee's personnel file with a copy provided to the
employee.

Termination of employment

Ordinarily it is the school’s policy to allow the employee to complete the designated
period of probation rather than terminating employment before the probation has
come to an end. This is to give the employee a full opportunity to come up to the
required standards. If, however, there is clear evidence prior to the end of the period
of probation that suggests the employee is wholly unsuitable for the role, employment
may be terminated early. Notice will be given accordingly - this would usually be the
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8.2

8.3

8.4

8.5

8.6

8.7

8.8

9.2

same as provisions in contract i.e. 2 or 3 months for teaching staff and 1 month
(sometimes 2 months) for support staff.

Performance

If an employee's performance while on probation has been unsatisfactory despite
support from the Head Teacher and any other appropriately skilled staff within school,
and it is thought unlikely that further training or support would lead to a satisfactory
level of improvement, the employment will be terminated at the end of the period of
probation. Where the concerns are considered serious and have not improved despite
support, then the employment may be terminated prior to the end of the period of
probation or at an earlier point if appropriate.

It is recommended that any support needed to enable improvement will reflect that
outlined within the Trust appraisal and capability policies.

Conduct

If an employee's conduct while on probation has been unsatisfactory despite support
from the Head Teacher, and it is thought unlikely that further training or support
would lead to a satisfactory level of improvement, the employment will be terminated
at the end of the period of probation or at an earlier point if appropriate.

Matters of conduct which may be considered as falling outside of acceptable
standards, will be investigated thoroughly, in line with the Trust Disciplinary Policy.

Attendance

If an employee's attendance while on probation has been unsatisfactory despite
support from the Head Teacher, and it is thought unlikely that further or support or
reasonable adjustments would lead to a satisfactory level of attendance, the
employment will be terminated at the end of the period of probation or at an earlier
point if appropriate.

The usual trigger levels (or pro-rated amount over the probationary period) should
apply, unless there is a need to extend the triggers and consideration made of OH
advice to support an employee. Reasonable adjustments should also be made where
relevant to enable an employee to succeed.

If the employee is an existing employee who has been transferred or promoted into a
different role, the school’s normal capability/disciplinary/sickness absence/dismissal
procedure must be followed in full.

Consideration of Dismissal - The Process

Where there is clear evidence following reviews that the probation employee cannot
perform at the required level, even with help and support, they should be dismissed
at the expiry of the probationary period or extended probationary period.

If at the end of the probationary period or extended probationary period the
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9.3

9.4

9.5

9.6

9.7

9.8

10.

employee is deemed not to be performing to the required standard, the manager will
inform the employee that they will be recommending dismissal due to unsatisfactory
probation to the Head Teacher — unless the Headteacher is the line manager in which
case a panel will need to be convened.

The manager will produce a report supported by factual evidence collated throughout
the probationary period, clearly outlining objectives and how they have not been met.
The report should outline the steps taken to assist the employee to meet the required
standard during their probationary period, any support they have received to improve
their performance and that they have previously been advised that failure to improve
may lead to dismissal.

The report should be forwarded to the Headteacher and the CEO. The CEO has
overriding authority for the dismissal of staff.

On completion of the report, the Head Teacher should write to the employee to invite
them to a meeting. The employee has the right to be accompanied at this meeting by
a trade union representative or work colleague.

The hearing will be conducted according to procedure outlined in Appendix 1 —
Procedure for Hearing.

The Headteacher should write to the employee within 3 working days of the hearing
to inform them of the outcome, whether to dismiss the employee or extend the
probationary period further — this is only possible where there has been no prior
extension of probation. The Headteacher is not able to recommend dismissal without
consideration of the evidence and case from the CEO.

Where a panel will consider the decision, no less than three members will sit. In
addition, any panel who hears an appeal will be of the same number and have had no
prior knowledge or involvement in the case. The Trust may use governors from a
different Trust school where there are insufficient numbers in the employee’s base
school.

Appeals against Termination of Employment

Should an employee wish to appeal against a decision to terminate their employment
they must write to the Headteacher, copying in Trust HR, within 10 days of the decision
to terminate the employment being communicated. The employee must state the
grounds of their appeal in full. An appeal meeting will then be arranged with a panel of
the Governing Body. The outcome of an appeal meeting will be confirmed in writing
within 3 working days; this will make it clear that there is no further internal right of
appeal. Where the employment of the Head Teacher is terminated, they should appeal to
the CEO who will make arrangements for the appeal hearing. Staff have the right to be

accompanied by a trade union or work colleague at any appeal meeting.
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11. Review of policy
This policy is reviewed and amended every year or earlier should employment law
require a need to. We will monitor the application and outcomes of this policy to
ensure it is working effectively. Recognised trade unions will be consulted with on any
proposed changes.
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APPENDIX 1

PROCEDURE FOR HEARING

Please note that there may be circumstance where the Head Teacher might be presenting
the case:

1.

Manager/Head Teacher presents the case.

2. Questions from employee and/or employer representative to the manager/Head
Teacher.

3. Questions from the Head Teacher/ panel to the manager/Head Teacher.

4. Employee (or representative) presents their case.

5. Questions from the manager/Head Teacher to the employee and/or representative.

6. Questions from the Head Teacher/pane; to the employee and/or representative.

7. Manager/Head Teacher sums up.

8. Employee (or representative) sums up.

9. Both parties withdraw.

10. Head Teacher/panel decision. Advice provided by Trust HR if needed. If there are
points of uncertainty on evidence already given both parties will be recalled
notwithstanding that only one of them is concerned with the point giving rise to
doubt.

11. All parties reconvene. Decision given.

12. Individual informed of right of appeal within 10 days of receipt of letter confirming
the decision. Confirmation in writing by the Head Teacher/panel will be sent within
3 working days.

Appeals

An employee has a right to appeal against any decision and must be informed in
writing that they have 10 days from receipt of the letter confirming the decision in
which to appeal and to whom they should appeal.

The employee should be given notice in writing at least 5 working days in advance of
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the time and place of the hearing.

An appeal will be heard by a relevant governor panel. There will usually be a panel of
3 governors hearing an appeal but where this is not possible, with agreement, a panel
of 2 may determine the outcome of an appeal

The case will be presented by the Head Teacher or line manager — whoever presented
the initial case for dismissal.

The procedure for hearing an appeal will be the same as that for the probationary
hearing itself. There is no further right of appeal other than to an Employment

Tribunal.

The decision of the Appeal Panel will be communicated, in writing, within 3 working
days of the appeal hearing.
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Appendix 1
Policy Date | Summary of Contact Version/Implementation | Review Date
Change Date
01/09/2022 | Approved as final Rachel Hannon | 01/09/2022 01/09/2023
/ Tanya Davies
Rachel Hannon | 01/09/2024 01/09/2025
01/09/2024 | Updated to reflect
support approach.
Reflect term time
working and
extension of initial
period.
01/09/2025 | Section 1.7 been Rachel Hannon | 01/09/2025 01/09/2026

amended to reflect
decision making.
Teaching TU’s
reiterated their view
no probation for
teachers.
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