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Glossary

CEO: Trust Chief Executive Officer
HOS: Head of School

Purpose and Structure

The Trust uses probationary periods to assess whether a staff member demonstrates the
required skills, performance, conduct and behaviours for the role, and their suitability to work
within the school, Trust and wider education environment.

Assessment during the probationary period will include professional conduct and suitability to
work with children in line with Keeping Children Safe in Education (KCSIE).

The Trust is committed to ensuring that all employees are treated fairly and consistently in line
with the ACAS Code of Practice and the Equality Act 2010 and will ensure that this policy is
applied fairly, consistently and without discrimination. Consideration will be given to individual
circumstances, and reasonable adjustments will be made where required.

All new staff, irrespective of role, will be subject to a three-month probationary period
beginning on their first day of attendance at work.

The probationary period may be extended once for a maximum of three months where there
is a reasonable and evidenced prospect that the employee will meet the required standards
with further support.

The probationary period forms part of the employee’s induction process. Employees will
receive appropriate support, guidance and training to enable them to meet the required
standards of performance and conduct.

Reasonable adjustments will be considered and implemented where appropriate in line with
the Equality Act 2010.

Performance, conduct and suitability will be monitored throughout the probationary period on
an ongoing basis by the line manager.

Regular informal feedback will be provided, supported by formal review points where
appropriate.

Formal Review Process

Where concerns arise during a probationary period, a formal review meeting will be convened.
The employee will receive:

o At least five working days’ written notice of the meeting
o Details of the concerns and supporting evidence
e Possible outcomes

Employees have the right to be accompanied by either a trade union representative or a work
colleague

The meeting is conducted by the line manager or a senior leader and allows the employee to
respond to concerns and present evidence, consider mitigating factors and equality
considerations.




Outcome
Following the meeting, the employee will receive written confirmation of:

The outcome

Required improvements and
Any support to be provided
Review timescales

Meeting records will be taken and shared.

Probation Qutcomes

At the end of probation (or earlier where appropriate), one of the following outcomes will apply:

Pass: The employee has met the required standards and will progress to full employment
terms.

Fail: Where standards are not met and there is no reasonable prospect of improvement,
employment will be terminated (capability, conduct, or breach of contract). Employees will
receive notice in accordance with their contract of employment or statutory entitlement,
whichever is greater.

Extension: Where required standards have not yet been fully met but there is a reasonable
expectation of improvement, the probationary period may be extended (maximum two
months).

Clear objectives, support arrangements and review dates will be confirmed in writing.

Before a decision to dismiss or extend is confirmed, a final review meeting will be held in line
with the formal review process outlined above.

Employees have the right to appeal against any formal probation outcome, including dismissal.

Appeals must be submitted in writing within five working days of the decision and will be heard
by a senior leader not previously involved in the case.

Safequarding

Failure to meet safeguarding expectations or demonstrate suitability to work with children may
result in termination of employment during the probationary period.

Review

This policy will be reviewed annually or earlier in response to legislative or regulatory changes.




