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1.3 Probation Policy & Procedure
November 2022



1. Introduction


All new employees appointed to Stroud District Council will be subject to a probationary period.

Probationary periods are designed to enable both Stroud District Council and the new employee (hereafter referred to as ‘probationary employee’) the opportunity to establish their suitability to the role to which they have been appointed.

The aim of this policy and procedure is to set a clear framework for line managers on: 
· The purpose of the probationary period 
· The roles and responsibilities in managing probation
· How to assess and establish the suitability of the probationary employee to the role to which they have been appointed 
· How to extend probationary periods for a longer period where it is felt to be necessary
· How to confirm or terminate employment at any point during the probationary period.


2. Template Forms

The probationary review meetings should take place at 6,15 and 22 weeks. The template forms should be completed by line managers at these review meetings and signed by both the manager and probationary employee. There may be occasions where additional review meetings are needed, if this is the case the line manager will discuss this with the probationary employee and arrange accordingly.  These can be found in Appendix A.


3. Purpose of the Probationary Period

The purpose of the probationary period is to:
· properly assess the probationary employee’s suitability to the role to which they have been appointed;
· ensure that probationary employees have clear objectives, are provided with adequate facilities, support, training and supervision where necessary;
· provide an opportunity to become familiar with the practices and procedures of Stroud District Council.

Any conduct matter that arises during the probationary period, unless it amounts to gross misconduct, will be dealt with under the probationary policy and procedure. Conduct matters that could amount to gross misconduct will be dealt with under the Council’s Discipline Policy and Procedure.




4. The Probationary Period

A probation period applies to all new employees to Stroud District Council regardless of whether continuity of service is brought from another local authority. All employees will be subject to a probationary period of 6 months, which may be extended where a longer period is felt to be necessary. 

During the probationary period, the probationary employee is expected to establish their suitability to the role to which they have been appointed. Probationary employees will be provided with clear objectives, adequate facilities, support, training and supervision where necessary, in order to assist them establish their suitability to the role.

If a line manager identifies at any stage during the probationary period that there are shortcomings with the probationary employee’s suitability to carry out the role, these will be identified, and a meeting held at the earliest available opportunity.

Probationary periods may be extended by up to three months if a longer probationary period is felt to be necessary.  The terms of any such extension to the probationary period must be set out in writing, together with the development needs and any advice, guidance and training that may be put in place to address those development needs.
During the probationary period, either the probationary employee or Stroud District Council may end the contract of employment at any time by giving no less than the relevant notice period as detailed in the contract of employment.  
Once the probationary employee has satisfactorily completed the probationary period, any action in relation to performance, attendance or misconduct will be dealt with within the guidelines of the Capability Policy, Sickness Absence Policy, or the Disciplinary Policy and Procedure.


5. Roles and Responsibilities in Managing Probation
Probationary Employees’ Responsibilities:
· Carry out their job to the standard that is expected of and required for the role and grade;
· Understand the impact of their job performance and conduct on colleagues, customers and the wider Council;
· Clarify expectations, standards, tasks, objectives and behaviour with their line manager if they are unclear about them;
· Demonstrate the behaviours that are guided by the Council’s Values & Behaviours, placing communities at the heart of all we do. 
· Engage fully in their induction; the setting of their objectives, standards and monitoring of their performance through this policy and develop their skills and knowledge to carry out their role to the highest possible standard;
· Bring all relevant issues which may affect their work and performance to the attention of their line manager;
· Attend meetings to discuss any aspects of their performance, attendance or conduct which are considered unsatisfactory as requested to do so and respond constructively to any feedback given;
· Co-operate with their manager, undertake any agreed development activity and strive to help improve any aspects of their performance, attendance and / or conduct which are considered to be unsatisfactory;
· If in a line management role; demonstrate supportive leadership behaviours.
Line Managers’ Responsibilities:
· To provide induction, training, guidance and support to assist probationary employees to develop the necessary skills and competencies, which will enable them to successfully complete their probationary period;
· To ensure probationary employees understand what is expected from them during their employment, setting clear objectives/standards at the earliest possible opportunity;
· Monitoring employees’ performance through the probation procedure, including conducting 6 week, 15 week and 22 week / end of probation reviews, identifying areas of effective performance and any areas of performance that fall below the required standards;
· Provide clear, specific and constructive feedback to employees on their performance, attendance and / or conduct against their set standards / objectives as soon as possible after that performance, attendance and / or conduct has occurred. Praising good performance and identifying where performance, attendance and /or conduct is below required standards;
· Identify where performance, attendance and / or conduct is not satisfactory at the earliest possible opportunity and to meet with the new employee being clear about the required improvement, the relevant timescales and any appropriate support or intervention to assist improvement;
· Seek advice from the HR Operations Partner should a new employees’ performance, attendance and / or conduct give cause for concern as early as possible. It is important not to wait until the end of the probationary period to raise any concerns.

6. Probationary Procedure 

Mid probation Reviews (6 and 15 weeks) - line manager should carry out two mid-probation reviews with the probationary employee using the relevant form in Appendix A, giving clear, specific, and constructive feedback to the individual.

If the probationary employee’s suitability is deemed unsatisfactory at either of these meetings, the required improvements need to be documented on the review form

End-of-Probation Review (after 22 weeks) - line manager should carry out an end-of-probation review with the probationary employee using the relevant form in Appendix A.

Line managers are expected to complete the reports in a timely manner and return them to HR via the HR Helpdesk email address.

Confirmation of Probation

At the conclusion of the probationary period, the end of probationary review form must be completed by the line manager. Subject to satisfactory service, the probationary employee should be advised that they have successfully completed their probation period and be provided with a copy of the end of probation review report.

The line manager is required to send the completed form to HR via the HR Helpdesk email. HR will then send a letter to the employee confirming that their probationary period has been satisfactorily completed and that they are confirmed in post.

Extension to Probationary Period

If the probationary employee has not attained the appropriate level of suitability after 22 weeks of employment and the line manager would like to extend the probation period then HR should be consulted before a final decision is made.

In cases where the probation period is extended, it is important to set out the terms of the extension in writing, making clear:

· Where the probationary employee’s suitability has fallen short of the requirements of the role;
· Whether reasonable adjustments have been advised upon and put in place where relevant;
· The length of the extension;
· The performance or attendance standards that must be met within the extension period.

Extensions to the probationary period will only be granted in circumstances whereby the post holder is unable to demonstrate their ability to perform to an acceptable standard within their role within the specified probationary period. This may be for reasons such as absence due to ill health or where a further period of training and/ or experience may establish the probationary employee’s capability to perform the requirements of the role. An extension will normally be for a maximum period of 3 months.

The probationary employee will then continue to receive reviews at agreed periods to monitor their progress.

At the completion of the agreed extension, the end of probation review form will be completed with the recommendation to either confirm the appointment or terminate the probationary employee’s employment with Stroud District Council.

Unsatisfactory Performance

In cases where the probationary employee has not attained the appropriate standards of suitability after 22 weeks and the line manager does not think that the probationary employee is suitable for confirmation of appointment; the line manager needs to contact the HR Department for support with a final probation review meeting.

A final probation review meeting should be arranged before the end of the probationary period. The probationary employee should be invited in writing by the line manager to a formal meeting and must be given at least 5 working days’ notice. Supporting documentation should be provided with the letter showing that the individual has been given the opportunity to improve and support has been provided. The individual needs to be informed in the letter that a possible outcome of the meeting might be termination of employment with Stroud District Council.

The probationary employee has the right to be represented by a Trade Union Representative or accompanied by a work colleague to the final probation review meeting.

At the formal review meeting, the line manager will explain the areas of concern and should clarify that the problems have been identified and discussed with the individual, referring to the supporting documentation previously provided.

The probationary employee will also have the opportunity to explain and respond during the meeting before a final decision is made.

At the final review meeting a decision will be made by the line manager, with support from an HR Operations Partner, as to the most appropriate course of action. This may include extension of the probationary period which is dependent on certain circumstances, termination of employment or the probationary employee deciding to resign.

Sickness during the Formal Probation Meeting

An employee who reports sick once they have been informed of the requirements to attend a formal probation review meeting should report their absence in the usual way.

In cases where a probationary employee is sick and unable to attend a formal probation review meeting the process may be delayed for up to 4 weeks upon receipt of a suitable medical certificate. If after a four week delay the probationary employee is still too ill to attend, relevant proceedings will continue in the individual’s absence if this becomes necessary.

If it is necessary to proceed with a formal probation review meeting in the absence of the probationary employee, they will be afforded the opportunity of appointing a trade union representative or a work colleague to attend the meeting on their behalf and / or submit written representation / evidence.

Termination of Employment

Following the final probation review meeting, if the decision is termination of employment, the probationary employee will be notified in writing that their employment is terminated with immediate effect, within the probationary period and will be paid in lieu of notice.

It should be noted that termination of employment could take place at any time within the probation period where it becomes clear to a line manager that the probationary employee will not reach the standards required, even if additional support was granted and having made any reasonable adjustments.

Termination of Employment – Right of Appeal

A probationary employee has the right to appeal against their termination of employment.

Appeals can be made on the following grounds:

· A procedural error or abuse of the process has occurred;
· New evidence has come to light which could not reasonably have been available during the Formal Probation Review Meeting.

An appeal should be made in writing, stating the grounds on which it is based and should be submitted to the Senior HR Operations Partner or Head of HR within 5 working days of the issue of the written termination of their contract.

A response will be provided to the probationary employee in writing within 5 working days.



























7. Appendices

[image: ]						CONFIDENTIAL

NEW STARTER REVIEW (WEEK 6)

	Employee Name				                        Grade

Service Unit		            			            Date of Start



Feedback for the HR Team on the recruitment & Induction to date:


Overall performance



Areas of work/conduct causing concern (time keeping, sick leave, etc)
 	None
 	Yes – if so, please specify:



Action taken or advice given concerning above. (Please contact HR if this is an ongoing issue).


Details of training – has the employee completed all the mandatory courses listed on the E-Learning Academy?  http://teignbridgeacademy.learningnexus.co.uk/



Identification of further training requirements


Objectives set


Signed 
(Employee)…………………………………… (Manager) …………………………….


Date ……………………………………….
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CONFIDENTIAL

NEW STARTER REVIEW (WEEK 15)

	Employee Name:  	                                                           Grade: 

Service Unit:                              		            	 Date of Start:  



Overall performance



Areas of work/conduct causing concern (time keeping, sick leave, etc)
 	None
 	Yes – if so, please specify:


Action taken or advice given concerning above. (Please contact HR if you have any concerns over the employees performance/conduct during their probationary period).


Details of training -   

 	Induction Plan (is the employee on track and attending seminars on plan?)
 	All mandatory E-Learning courses completed (Have all the mandatory e-courses on the E-Learning Academy website been completed? http://teignbridgeacademy.learningnexus.co.uk/
· Hard copy of PREVENT Certificate (https://intranet.stroud.gov.uk/UMBS61/key-documents/policies/safeguarding.aspx) to be sent with reviews.
	Details of any other training:


Identification of further training requirements


Objectives set


Signed
(Employee)……………………………… (Manager) …………………………….


Date ……………………………………….
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CONFIDENTIAL

NEW STARTER REVIEW (WEEK 22)
Approaching end of probation

	Employee Name				                        Grade

Service Unit		            			            Start Date



The completion of the employee’s probationary period is subject to all aspects of the induction programme being met. It is the manager’s responsibility to ensure that all induction seminars have been attended and E-learning courses completed.  This form will be used as evidence to confirm this and will be placed on the employee’s file.

Overall performance



Areas of work/conduct causing concern (time keeping, sick leave, etc)

 	None
 	Yes – if so, please specify:


What action has been taken/advice given concerning above. (Please contact HR if this is an ongoing issue).


Details of training (please tick to confirm completion)

 	Induction Plan completed (if any seminars outstanding, these will be attended. Dates agreed with manager)
 	All mandatory E-Learning courses completed (Have all the mandatory e-courses on the E-Learning Academy website been completed? http://teignbridgeacademy.learningnexus.co.uk/
	Details of any other training:

· Hard copy of PREVENT Certificate (https://intranet.stroud.gov.uk/UMBS61/key-documents/policies/safeguarding.aspx) to be sent with reviews.






Identification of further training requirements:

 	Objectives set for the future (to be input on to Excelsis) 

Signed (Employee)……………………………………  Date .................................................

(Manager) ……………………………......................... Date ..................................................

In signing this form, you are agreeing that you consider the employee to have successfully completed their probationary period, mandatory E-Learning training and all aspects of their induction plan.  
*Please send 6, 15 and 22 week reviews to HR to confirm end of probation – we no longer require copies of the Induction Plan and E-Learning certificates (we will spot check that these are completed).*





































Version Control

	Document Responsibility

	Name
	Document title
	Service

	Human Resource 
	Probation Policy & Procedure 
	Human Resources 

	
	
	



	Document Version Control 

	Date
	Version
	Issued by
	Summary of changes

	November 2022
	1.0 
	
	Policy launch 

	
	
	
	



	Policy Review 

	Updating frequency
	Review date
	Person responsible
	Service

	1 year 
	November 2023 
	HR Operations Partner 
	Human Resources 

	
	
	
	



	Document Review and Approvals

	Name
	Action
	Date

	
	
	

	
	
	



Probation Policy & Procedure 
Stroud District Council
November 2022
image3.emf



image1.png
4

Our district. Oux team
Valuing our people | Making a difference | Aiming high | One council




image2.jpeg
LA
|||@ﬁﬁ"





