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3 AIM / SUMMARY

POLICY AND PROCEDURE

AIM

The probation period is an important time for ensuring
that new employees are integrated into their role and the
University community. Performance and role expectations
must be set out clearly, alongside the University's
core values ‘Excellence, Academic Freedom, Integrity,
Community, Inclusivity, Innovation, Global Outlook’ and how
we expect our employees to behave. Development is also
crucial and new employees must be given an opportunity
to participate fully in their induction and consider their
individual development needs.

SUMMARY

New starters must be actively supported during their
probation period. Line managers must ensure that there
is time for a full induction, clear objectives are set for their
role, and time is given for development reflection.

Regular review meetings should take place. This must
include a meeting mid-way through probation to assess
progress and at the end of the period to consider whether
probation should be confirmed.

Where performance or conduct is not deemed satisfactory,
or areas of improvement are identified, this should be
made clear to the individual as soon as this is apparent and
remedial action / support put in place. If it is considered

that probation will not be confirmed, a hearing must be held.
Appeals will be considered under the University's appeal

policy.
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1. INTRODUCTION
1.1

Probation provides an opportunity to ensure
that new employees are given all the support
and guidance they need to settle into the
University. This should involve the setting

of objectives and having regular reviews.
Making the link with the wider strategy is
also important - everyone should be clear
how their role helps to deliver the University's
mission.

1.2
Probation periods range from:

m For permanent professional staff, twelve
months for employees on grades 7-11 and
six months for employees on grades 1-6

m For fixed term professional staff, probation
is half the duration of the contract to a
maximum of six months where the contract
is for 6 months or more; one month where
the contract is for 3-6 months; no probation
for contracts of less than 3 months

1.3

If an employee moves to another role within
the University they are then not required

to complete a second probationary period
unless their previous role was on a contract
of less than 6 months. They must also
have completed their first probation period
successfully.

14

In this instance it is still important to
ensure the employee is supported through
their induction into their new role and a
development plan is put in place to aid
transition, with regular reviews. Should any
concerns be identified by either party, it is
important to seek support from HR.

1.5

A key element of probation is an initial
induction period. Induction is a period of time
when a new employee joins the University

or an existing employee moves into a new
role. During this period employees will be
introduced to colleagues and ways of working,
allowing them to successfully settle into their
new role. New employees must complete a
portfolio of online essential training.

1.6

Welcome to Essex, includes a checklist for
new employees and for line managers.

2. OBJECTIVE
2.1

The objective of the probation policy and
procedure is for probation periods to be
completed successfully and provide a solid
basis for future performance:

= New starters must be supported through
their probation and given the best
opportunity to succeed

= Where performance or behavioural issues
arise, support and guidance must be
provided with regular reviews taking place

= Where a decision not to confirm probation
is considered, this must be undertaken fairly
and with the individual given an opportunity
to improve

3. SCOPE
3.1

This policy and procedure applies to all
Professional Services employees. It does not
apply to employees on an academic contract.
Separate arrangements apply to academic
employeees.

3.2

Additional detailed guidance is available
for Academic Heads of Department and
Professional Services Line Managers.

Where it is has become apparent that the
employee has not been honest during

the recruitment process, e.g. regarding
qualifications or right to work, this is a
potential breach of contract which could result
in immediate termination of employment.
Heads of Department should contact HR
immediately to discuss the appropriate course
of action.

® New employees must
be supported through
their probation and given
the best opportunity to
succeed.

® Essential training must
be completed within

the first six months of
appointment.

O Line managers need
to be actively involved
with employees during
probation, giving
guidance, feedback and
support.


https://moodle.essex.ac.uk/@essex/index.php
http://www1.essex.ac.uk/hr/policies/docs/essential_training_policy.pdf
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Olfthereis a possibility
that probation will not be
confirmed, seek advice
from HR.

Oin exceptional
circumstances it may

be possible to extend
an employee’s probation
period.

® The final probation
review meeting should
take place one month
before the end of the

probation period.

4. ROLES AND RESPONSIBILITIES
4.1
Line Managers are responsible for:

m Being actively involved with employees
during the period of probation, providing
guidance and support

® Providing regular and constructive feedback
and discussing development

m Dealing appropriately with issues raised by
employees

m Setting out expectations clearly and
providing guidance on University values and
strategy

m Ensuring that essential training is
completed within the first six months of
appointment

= Addressing any performance and conduct
issues promptly so that the individual has an
opportunity to take action

® Providing information to HR about the
progress of probation and whether it should
be confirmed

4.2
Employees are responsible for:
m Engaging fully with the induction and

probation process, including objective
setting and reflecting on their development

m Undertaking essential training within 6
months of appointment

m Clarifying expectations and objectives if
they are unclear

® Raising any issues which may affect their
work and performance with their line
manager

4.3
HR is responsible for:

= Developing and advising on the probation
policy

m Supporting and advising line managers in
managing probation, including with regard
to development

= Advising and helping employees to deal
with issues related to their employment and
probation

5. PROCEDURE
5.1

Line managers must explain clearly what is
expected in the role. This covers not only
outputs from the job but also covers general
behaviours. Alongside the University's
essential training, there should be a broader
discussion about development needs which
might involve additional training or coaching.

Non-confirmation of probation
5.2

Review meetings should be held regularly

to ensure new employees are getting the
support they need and settling in well. A
meeting must take place at the midpoint

of the probation period e.g. for those on a
probation of 6 months a meeting should take
place around the 3 month point and for those
on a 12 month probation a meeting should
take place around the 6 month point. This
meeting should:

m Check that the Probationer is settling in
well and understands their role

m Discuss overall performance with an
opportunity for the employee to raise
questions or concerns

m Provide support and coaching, including
discussion of any development/training
needs.

5.3

If there are any areas for improvement, these
must be discussed at the midpoint meeting
and set out afterwards in writing. There are
3 main aims:

= A clear indication of what is expected with
examples

m Be clear about timescales. A period of 1-3
months should be sufficient to ascertain
if the required improvements are being
made and sustained. There will be a need
to take into account how much of the
probation period is left and ensure that the
probationer is given objectives which allow
them to show improvement in this time.

= Help identify and provide opportunities
for relevant training or development that
may help the probationer in reaching the
expected standard. If necessary, support
the management of health or personal
problems


https://moodle.essex.ac.uk/course/view.php?id=5696
https://moodle.essex.ac.uk/course/view.php?id=5696
https://moodle.essex.ac.uk/course/view.php?id=5696
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5.4

Following the meeting, a summary of
discussion must be set out in writing. This
ensures that there is no misunderstanding and
gives the Probationer clear expectations to
work to.

Final probation review
5.5

Towards the end of the probation period,
usually around one month before, the line
manager should meet with the employee to
review progress and performance. If probation
is completed successfully this meeting

can form the basis of future development
discussions.

5.6

Where the decision is taken to confirm
probation, HR must be informed so that written
confirmation can be provided.

Extension of probation period
5.7

If performance does not meet expectations at
the end of the probation period, one option is
to extend probation. This should not be done
as a matter of course but where:

m There has been significant progress but not
sufficient to confirm permanency and it is
considered likely that the required standard
will be met with further time

m Performance problems have only just
become clear and this is the first time that
the issue has been discussed, or where
there is some uncertainty as to whether
expectations have been sufficiently clear

m There has been extended sick leave or other
leave such as maternity

5.8

The extension to the probation period should
be agreed in writing. It is crucial that the
Probationer is kept under review for the period
of the extension. Objectives must be set —
this may be re-clarifying what has already
been agreed or a Personal Development Plan
may be used. The objectives and or support
provided must be discussed and reviewed
regularly.

Non-confirmation of probation
5.9

Employees must be treated fairly and given
relevant support and opportunity to improve.

If there is a possibility that probation will not
be confirmed and the individual dismissed, the
following procedure must be observed.

m The matter is discussed with HR to ensure
consistency of approach

® The Probationer must be given notice (of not
less than 7 calendar days) of the hearing in
writing covering:
- the date, time and venue of the hearing
- the concerns about their performance
- any relevant documents
- the possible outcomes under the
probation policy and procedure
- that they may be accompanied at the
hearing by a workplace colleague or
trade union representative (if they are a
member of a trade union)
- a copy of the probation policy
and procedure

m The hearing will be chaired by the line
manger and a representative of HR will
also attend

m Hearings should be arranged or rearranged
to take account of authorised leave or
absence e.g. attendance at a conference.
The employee is also entitled to offer an
alternative time and date so long as it is
reasonable and has regard for the availability
of the line manager hearing the case. It
must fall before the end of the fifth working
day following the day originally proposed

u [f the employee does not attend the
hearing, the reason must be ascertained, if
possible. If the circumstances were beyond
the employee's control e.g. illness, another
hearing should be arranged. If the hearing is
rearranged and the employee fails to attend
for a second time, without good reason, the
case will be considered and a decision made
in the employee’s absence

Appeals
5.10

Appeals against dismissal at the end of
probation must be made within 14 days of
the date of the dismissal letter and addressed
to the Director of HR. Appeals will be heard
in accordance with the University’'s Appeals
Policy.


https://www.essex.ac.uk/staff/managing-people/conducting-appraisals 
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