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1. Introduction
1.1 The aim of the probationary period is to decide whether you are suitable for the job to which you have been appointed.

1.2 The probation procedure applies to all employees starting work for the Council.  This includes employees who have previous local Government experience and employees who have previously worked for the Council but who do not have continuity of service.

1.3 Probation will last for 26 weeks, during which time three formal review meetings must take place, and may in certain circumstances, be extended by up to 10 weeks.

1.4 The review process allows new employees time to settle in and get to grips with the role.  The regular review meetings will also ensure that managers assess and evaluate performance at an early stage.  This should, in turn, ensure that you are able to carry out your role to the satisfaction of the Council.  The procedure also exists to ensure that should you prove to be unsuitable, you will not have your employment with the Council confirmed. 

1.5 Managers are expected to :-

· Complete a planned induction that includes agreeing probation review meeting dates.
· explain the targets, performance and standards expected, these should relate to the Council’s Core Values

· agree a personal development plan

· review performance at regular intervals through one to one meetings

· undertake probation assessment meetings and ensure a record of these meetings is kept

· Ensure you are aware of any areas of concern regarding your performance, conduct or attendance.

1.6 You are expected to :

· attend all probationary and one to one meetings with your manager

· raise any queries or concerns about your job

· attend and undertake any identified training 

2. Suggested review format
2.1
The probationary review meetings should take place at the 8th week, 16th week and 24th week of employment.  The aim of the review is to assess your ability to carry out your job.  Whilst the key issues to be addressed during the review will depend on the type of role and the specific requirements of the job description, factors which managers should also consider include:

Engaging with others by:


Showing respect for colleagues and customers


Communicating well and being able to receive constructive criticism


Building work relationships and partnerships


Creating opportunities for involvement and able to influence others

Achieving results by:


Taking responsibility and being accountable


Being flexible and responding positively to change


Using resources well and achieving value for money


Securing ambitious outcomes that make a difference to customers

Valuing Diversity by:

Demonstrating a commitment to equalities and diversity

Planning and responding to the needs of our communities

Being inclusive and valuing others’ contributions

Learning effectively by


Taking personal responsibility for learning


Learning from successes and mistakes

Learning from others


Sharing learning and experiences

Punctuality and attendance

Good attendance record – less than three occasions of sickness in last six months

Good Time keeping

Health and Safety
· Understanding of importance of health and safety;

· Knowledgeable about possible hazards in own work environment; and

· Understands accident reporting procedure, evacuation procedure etc.

3. The First Review
3.1
The first review should take place once you have completed eight weeks’ service. Your manager should conduct the review meeting.

3.2
At this review meeting, your manager should evaluate your performance since you commenced work with the Council and discuss the key issues with you (see suggested review format).  In particular, your manager should consider whether any improvements in your performance are required. If improvements are required, your manager should discuss with you what improvements are expected and what support is to be provided including additional training, where relevant and setting expected targets for improvement.
3.3
Once the performance review has been completed, your manager should complete Form A (see Appendix 1).  Both you and your manager should sign the completed form.  A copy of the form should be sent to HR & WD Central services team.

4. The Second Review
4.1 The second review should take place once you have completed sixteen weeks’ service.  Your manager should conduct the review meeting. If your manager has concerns at this stage of the probationary procedure as to whether you will successfully complete your probationary period, you should discuss these concerns with the HR &WD Assistant Business partner before the meeting takes place.

4.2 The purpose of the second review is to review your performance over the whole sixteen week period. Reference should be made to the 8th week review and any targets that were set or areas where improvements need to be made.
4.3 If you have not met the required standards for the role or if you have not made sufficient progress, you must be informed that your employment may not be confirmed 

4.4 Once the performance review has been completed, your manager should complete Form B (see Appendix 2).  You and the manager should then sign the form.  A copy of the form should be sent to HR & WD Central Services team.

5. Steps to be taken prior to the final review
5.1 Prior to the final review (which occurs once you have completed twenty-four  weeks’ service), your manager should consider:

· whether your appointment should be confirmed or not

· whether the probation period should be extended
5.2
If there are concerns and your manager does not feel able to recommend that your appointment is confirmed, at this stage a meeting should take place with HR & WD Assistant Business Partner prior to the Final Review meeting taking place so that options can be fully discussed in advance of the meeting.
5.3
At least one week prior to the final review meeting, your manager must write to you informing you of the date and purpose of the final review meeting.  The letter should also inform you whether your performance to date is satisfactory.  If the manager considers that your performance is unsatisfactory, they must provide reasons why this is the case.
5.4
Where dismissal or extension of the probationary period is contemplated, the manager must inform you that they have a right to be represented at the final meeting by a trade union representative or work colleague should they so wish.  The final review meeting will be chaired by the relevant Service Head and an Assistant Business Partner will also be present.

6. The final review
6.1 The final review should take place once you have completed twenty-four weeks’ service.  Your manager should conduct the review meeting.  The relevant Service Head, rather than your manager should conduct this meeting if performance to date has been unsatisfactory and it is possible that you will not have your appointment confirmed.

6.2 It is the manager’s responsibility to ensure that the final review does not take place until the steps outlined above at 5.1 to 5.3 inclusive have been taken.

6.3 The purpose of the final review is to assess your progress over the whole of the probation period and to reach a decision as to whether your employment should be confirmed, or not, or whether the probation period should be extended. Reference should be made to the 8th and 16th week review meetings.
6.4 Where the Service Head concludes that the probation period will be extended or your employment is not to be confirmed, you will be informed of this in writing.  In addition, you will be informed of your right of appeal in accordance with this procedure. 

6.5 Once a decision has been reached, the manager should complete Form C (see Appendix 3).  You, the manager and where appropriate the Service Head should then sign the form.  A copy of the form will be sent to HR & WD Consultancy team.

6.6 HR & WD Assistant Business Partner will then send you written notice of the decision as outlined in 6.4 above.
6.7 Only the Service Head can agree to an extension on the probationary procedure and this can only be agreed on one occasion. The extension can be for any period up to 10 weeks and will commence from the end of the probationary procedure i.e. 26th week.  A probationary period can also be extended in exceptional circumstances if you have been away from work due to approved extended annual leave or unavoidable personal circumstances and these cases should be approved by HR & WD Business partner.

7.
Notice Period
7.1 If it is decided not to confirm you in post, you will be given one week statutory notice of your last day of service with the Council.  Consideration will be given in exceptional circumstances to payment in lieu of notice if it is felt to be in the best interest of the Council. The decision to pay in lieu of notice will be the Corporate Director following discussions with HR & WD Assistant Business Partner.

8.       Disciplinary issues arising during the probation period
8.1
As a general rule, disciplinary issues of a relatively minor nature (e.g. timekeeping, non-observance of dress-code) should not be dealt with under the Disciplinary process, but rather dealt with in the same way you would tackle any area of concern during the probationary period.

If the issues can not be addressed through the probationary procedure, for example due to its seriousness then the disciplinary procedure, for staff on probation, should be used.  Any proposed disciplinary action must be discussed with HR & WD Assistant Business Partner as soon as possible and before any action is taken.
8.2     The Council’s Disciplinary procedure does not apply to employees whilst they are in any probationary period.  Instead, the provisions set out in this procedure will apply.

8.3 Disciplinary action will not be taken without a prompt and thorough investigation into the issue. In addition, a hearing will take place and will normally be heard by a line manager designated by the Corporate Director or Service Head. 

8.4 The level of warning given will depend on the seriousness of the disciplinary issue.

8.5 Warnings will be retained on your file and will be taken into account in any subsequent disciplinary matter either during the probation period or after the probation period.  In any event, warnings will be disregarded for disciplinary purposes after the following timescales, provided that there is continued satisfactory conduct:

	Type of warning


	Length of period

	Oral warning
	6 months



	Written warning
	12 months



	Final written warning
	18 months




8.9
A manager can give an oral or written warning.  A final written warning will be given by a Corporate Director or a senior manager designated by them.

8.10
A decision to dismiss you during the probationary period following a disciplinary hearing may be taken by the relevant Corporate Director or a senior manager designated by them. A dismissal under this disciplinary procedure will be classed as summary dismissal and the employee will therefore not be entitled to notice.
9.        Right of Appeal
9.1       You have a right of appeal against:

· a decision to extend the probation period;

·  non confirmation of appointment or extension of probationary period
· disciplinary action

9.2 If you who wish to appeal, you must inform HR & WD Assistant Business Partner in writing within ten working days of receiving the decision.  The written notice of appeal must explain why you wish to appeal (e.g. the reasons why the decision to dismiss or extend the probationary period is too harsh).

9.3
If a Corporate Director took the decision, the Chief Executive will nominate another Corporate Director to hear the appeal. All other appeals will be heard by the Corporate Director.

9.4   Appeals will normally be heard within fifteen working days of the appeal being lodged.

9.5 You may bring a trade union representative or work colleague to the appeal   hearing.  The letter notifying you of the hearing date will state this.

9.6  At the appeal hearing, a decision will be taken as to whether to confirm the        action taken, substitute a lesser penalty, or cancel the action taken.

10.      Further Information
10.1
If you have any queries regarding this procedure, please contact Human Resources and Workforce development Team.
Appendix 1

PROBATIONARY PERIOD - ASSESSMENT FORM A

This form is for all new employees.  Your manager is responsible for completing this form.  

Name:






Start Date:





Job Title:











Section:





Directorate:





FIRST REVIEW – AFTER 8 WEEKS SERVICE

	Date Interviewed: …………………………………………………………..

Manager’s comments:

Progress expected before next review:

Your comments:

Signed (Employee)………………………………………………………………

Signed (Manager)…………………………………………………………………


A copy of the signed form must be returned to HR & WD Central Services Team.

Appendix 2

PROBATIONARY PERIOD – ASSESSMENT FORM B

This form is for all new employees.  Your manager is responsible for completing this form.  

Name:






Start Date:





Job Title:










Section:





Directorate:





SECOND REVIEW – AFTER 16 WEEKS SERVICE

	Date Interviewed: …………………………………………………………..

Manager’s comments:

Progress expected before next review:

Your comments:

Signed (Employee)………………………………………………………………

Signed (Manager)…………………………………………………………………


A copy of the signed form must be returned to HR & WD Central Services Team.

Appendix 3

PROBATIONARY PERIOD – FORM C

Name:



                  Start Date:





Job Title:










Section:





Directorate:




FINAL REVIEW – AFTER 24 WEEKS SERVICE

	Date Interviewed: …………………………………………………………..

I recommend that this employee’s appointment be confirmed/I recommend that the probation period is extended by ……. weeks/I recommend that this employee is dismissed. (Delete as applicable)
Reasons:

Your comments:

Signed (Employee)………………………………………………………………

Signed (Manager)…………………………………………………………………

Signed (Service Head/Corporate Director)……………………………….………………………..




A copy of the signed form must be returned to HR & WD Central Services Team.
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