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1
Introduction

1.1
This document describes the University's procedure for assessment of staff under the probationary period of service. The Induction policy and procedure are important elements of the procedure for probation and should be read in conjunction with this document. 

2
Purpose of the probationary period

2.1
The probationary period gives the University the opportunity to assess the performance of the new member of staff in a planned and systematic way to ensure that during the period a decision can be made about whether or not they are able to carry out the duties of the post.

3
Application of the procedure and time scales

3.1
There is a period of probationary service for all categories of staff.  Support staff normally have a period of 6 months (unless there is a different length specified in their contract of employment). The period of notice required for the University to terminate the employment of a member of staff on probation is 1 month or the end of the fixed term contract (where applicable) whichever comes first.

3.2
When each new member of staff commences work their line manager will identify whether they are on probation. It will apply if they have been appointed to their first academic post or have taken up a post with significantly different duties and responsibilities.

3.3
It will be deemed that the probationary period has been satisfactorily completed unless specific action has been taken, in consultation with the Human Resources Department, to extend the probationary period or terminate the employment.

4
General Principles

4.4
It should be automatic practice within Departments and Schools to set standards of work and behaviour for the new member of staff as part of their induction into the job. Managers should also put some arrangements in place so that they obtain accurate feedback about the member of staff's performance, so that action can be taken early to deal with queries and difficulties.

4.5
Special training or instruction in the use of relevant equipment or specific skills etc may be required during the probationary period as the member of staff starts to undertake the relevant parts of their duties. If colleagues are required to explain procedures, work methods or other administrative or domestic matters this should be done in a structured manner. 

4.6
All aspects of a member of staff's employment should be assessed within the probationary period.  This includes their conduct; job performance in all of their duties as they arise through the academic year; level of absence; health; and attitude towards their work, students, staff and external contacts.

4.7
Where it is a condition of appointment to undertake study for a qualification or a particular training course appropriate fees, support and time off will be given. Their overall workload will reflect the commitment needed to attend the course.

5
Regular Review and Assessment during the probationary period

5.1
Regular review meetings should be held between the member of staff and their line manager. It is advisable to hold these more frequently at the beginning of the probationary period but are recommended to be monthly for the majority of the period.  The meetings should be outside the normal day-to-day work meetings, and should be in circumstances which gives both parties the opportunity to discuss and review the member of staff's performance and clarify any points of difficulty.  It should be a two-way process.  The line manager should keep a note of the discussions. 

5.2
Where performance is satisfactory positive feedback and constructive criticism should be given where appropriate.

5.3
Where performance is giving cause for concern then the details should be clearly stated, as early as possible, and if necessary put in writing in a structured way.  The assessment should be along the following lines:

· standards of work should be established for the whole job or specific parts of it (if only parts are giving cause for concern);
· It should be established whether  there is a gap between expected and actual performance of the whole job or parts of it;
· The member of staff's views about what might be causing the gap in performance should be considered;
· The actions required to reduce the gap should be established giving measurable targets for improvement; 
· Any support and/or training which will be provided to assist should be explained;
· The measures for assessing improvements in performance and the timescale for reducing the gap in performance should be established.
5.4
If the review meetings regularly contain discussion about weaknesses in performance as described above, and the supervisor or manager considers that the level of improvement being achieved is insufficient, they should make it clear to the member of staff that if this pattern and level of performance continues it may not be possible for them to satisfactorily complete the probationary period and their employment may be terminated.  

5.5
Support and advice can be arranged for the probationary member of staff, where appropriate. This can be identified in liaison with the HR Manager for the Department or School. 

5.6
Assessment of members of staff should include some observation of them carrying out their duties. If this does not normally occur within the immediate sight of their line manager arrangements may be made to accompany the member of staff while they are carrying out relevant activities. 

6
Formal Assessment during and at the end of the probationary 
period

6.1
At any time during the probationary period where there are serious difficulties the manager may undertake a formal assessment and make a recommendation that the appointment be dealt with under Paragraph 9 below.

6.2
Unless action is taken earlier, an interim formal assessment should take place three-quarters of the way through the probationary period.  If satisfactory progress has been made the member of staff must be informed by their supervisor or manager.  If satisfactory progress has not been made, a meeting must be held by the manager, with any other relevant supervisor or manager, and the member of staff and the procedure described in paragraph 5 above followed. At this meeting, the member of staff may be accompanied by a Union representative or colleague if they wish. 

6.3
Towards the end of the probationary period the final assessment must be made.  This must take place within a timescale long enough to allow for the final assessment to be done, including any discussions with the Human Resources Department, so that the member of staff can be informed before the end of the probationary period. 

6.4
If no action is taken to extend the probationary period or terminate the employment it will be deemed that the probationary period has been satisfactorily completed.  It is essential, therefore, that monitoring and assessment is carried out to ensure that staff are satisfactorily carrying out their work

7
Satisfactory Performance

7.1
Where the performance has been satisfactory following the final assessment, the member of staff must be informed personally by the manager.

8
Unsatisfactory Performance - Extension of the probationary 
period

8.1
Before the end of the probationary period, where the performance has not been satisfactory but it is felt that with further work there could be a possibility of improvement the manager should discuss the matter first with the HR Manager. The option will be open to extend the probationary period for up to four months. 

8.2
If an extension is agreed, a meeting must be held by the manager, with the member of staff, to explain that their performance is still not completely satisfactory and they will be given the opportunity to improve by extending the probationary period. A clear statement of the areas of the member of staff's performance which require improvement must be given, as described in Paragraph 5 above and confirmed in writing. The meeting must give the member of staff the opportunity to put forward their views about the statements made.  Regular monitoring must take place during the extension period. 

8.3
At the end of the extended period if the performance is then judged satisfactory the member of staff will be notified by their manager or supervisor as described in paragraph 7.

9
Unsatisfactory Performance - Termination of Employment

9.1
Where the performance has not been satisfactory and the manager is seriously considering a recommendation to terminate the appointment, they must initiate action in sufficient time to allow arrangements to be made:

· before the end of the original probationary period;
· before  the end of an extended period;
· or in the case of serious difficulties at any time during the probationary period.
9.2
The timescale for this part of the procedure should take into account the period of notice which the University is required to give the member of staff to terminate their employment and the fact that the meetings, as described below, must take place.  If the end date of the probationary period is likely to be reached before the final decision is made, the probationary period will be extended and confirmation made in writing to the member of staff by the Director of Human Resources.  

9.3
Before taking any further action the manager must discuss the matter with an HR Manager who will agree the action to be taken.

9.4
An investigatory meeting must be arranged between the HR Manager and manager and the member of staff. The member of staff may be accompanied by a Trade Union representative or colleague, if they wish. 

9.5
The full reasons for the lack of success in passing the probationary period must be explained to the member of staff and they must be given the opportunity to comment in response.

9.6
At the end of the meeting the manager will confirm whether they still wish to terminate the appointment. The member of staff will be told in person that their probationary period has not been completed satisfactorily, that it will be recommended that their employment be terminated, what will happen next, and their right to appeal against the decision. 

10
Formal Interview to consider termination of employment.

10.1 The Director of Human Resources (or representative acting as Adviser) will write to the member of staff inviting them to attend a Stage 3 interview under the University’s Disciplinary Procedure. During the Interview the authorised manager will put the case that their member of staff has not satisfactorily completed their probationary period, giving the reasons and recommend that the employment be terminated.  The member of staff will have the right to be accompanied and put their views in response.   See Disciplinary Procedure.
10.2
If the authorised manager hearing the case decides to terminate the employment the HR Manager will inform the member of staff with confirmation in writing.  The letter will specify the reasons for the termination, the period of notice, and the right to appeal against the decision. 

10.3
If the authorised manager decides not to terminate the employment they may either confirm the employment as satisfactory or provide for a further extension period.  The HR Manager will confirm this in writing.

10.4
A member of staff has the right to appeal against the decision to 
terminate their employment. Any appeal will be  heard under 
the 
University’s Appeals Procedure.
