
Appendix 1 

Author: L Banks  Version: 0.1 Date: April 2016 

 
PROBATION POLICY AND PROCEDURE 

 
1.0 INTRODUCTION 

 
This policy and procedure sets out the process for dealing with staff during their 
probationary period.   
 
The probationary period gives South Lakeland District Council (the Council) the 
opportunity to assess the new employee’s suitability in the role and for the employee to 
demonstrate their ability to effectively perform their duties.   
 
The probationary period also allows the employee to demonstrate the standard of 
performance, attendance and conduct expected of them.  The probationary period is 
designed to be a positive, supportive and structured process that ensures the employee 
has the opportunity to discuss training and development needs at an early stage in their 
employment. 

 
 

2.0 SCOPE OF THE POLICY 
 

This policy and procedure applies to all new temporary and permanent employees as well 
as existing employees who have previously completed a probationary period and are 
moving to a new position within the Council.  
 

 
3.0 PRINCIPLES 
 

This policy embodies the following principles: 
 

 Existing employees who have previously completed a probationary period and are 
moving to a new position within the Council will be required to have an initial, first and 
final review meeting.  These meetings will support the employee in their new role and 
help identify any developmental requirements.  An existing employee will not have to 
successfully complete a probationary period and cannot be dismissed under this policy.  
Any concerns related to the performance of existing staff in new roles will be dealt with 
under the Capability Policy. 
 

 All new employees, whether temporary or permanent, will be required to undertake a 6 
month probationary period. 
 

 The 6 month probationary period can be extended for a maximum period of 3 months 
where it has not been possible to fully assess the employee’s performance.  This may 
occur when the; 
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o Employee has had period of sickness absence or authorised absence. 
o Manager has evidence to suggest that the employee’s performance is likely 

to improve during the extension.   
 

A decision over whether or not a probationary period should be extended will be made 
in either the probationary hearing or the probationary appeal hearing. 
 

 Where an employee is recruited to a temporary position for a period of 6 months or less, 
the probationary process will be followed for the duration of the contract. 

 

 Successful completion of the probationary period will be subject to satisfactory 
performance, conduct, timekeeping and attendance.  Any concerns about one or more 
of these areas may result in the employee’s contract being ended. 

 

 Confirmation of appointment is dependent upon the satisfactory completion of the 
probationary period.  If the probationary period is unsuccessful, the employee’s 
employment may be terminated by giving 1 months’ notice, regardless of grade as 
detailed in the Local Terms and Conditions of employment. 

 
 
4.0 RESPONSIBILITIES: 
 
4.1 Managers 
 

Managers have the responsibility to: 
 

 Familiarise themselves with the Probationary Policy and Procedure. 
 

 Prepare a 6 month probationary plan that will help the employee achieve the 
standards expected of them this involves setting dates for the review meetings, 
identifying the targets to be achieved during the first 6 months’ and arranging any 
essential training.   

 

 Ensure the employee’s performance is reviewed and assessed during the probationary 
period as detailed in the Probationary Policy and Procedure. 

 

 Ensure that the employee receives the support and development required to be 
successful in the role. 

 

 Seek advice from Human Resources where appropriate. 
 

 Keep detailed records of the discussions held with the employee. 
 
4.2 Employees 
 
 Employees have the responsibility to: 
 

 Take ownership for their performance and development in the role which will allow 
them to perform the role to the expected standards of the Council.   
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 Raise any difficulties / concerns at an early stage to their manager 
 

 Undertake any training or support identified by the manager. 
 
4.3 Human Resources 

 
Human Resources will be responsible for: 

 

 Advising and supporting line managers in the application of this policy and procedure. 
 

 Monitoring that line managers are complying with the policy and procedure. 
 

 
5.0 PROCEDURE     
 
5.1 Initial Review  
 

Within the first month of the probationary period an Initial Review should be held with the 
employee to set targets and ensure the requirements for the post have been clearly 
explained. 
 
During the meeting, the manager should: 

 

 Make the employee aware of the Probationary Policy and Procedure. 
 

 Make the sure the employee is clear about the responsibilities of the role. 
 

 Ensure the employee is clear about what is expected of them.  This discussion should 
include issues such as timekeeping, attendance, behaviours and conduct. 
 

 Set the targets that the employee is expected to meet during their probationary period. 
 

 Arrange any essential job training for the employee. 
 

 Set dates for the interim and final review meetings during which the employee’s 
performance in the role will be discussed. 
 

 Identify the support that is available to the employee during the first 6 months 
 
A summary of the discussion that took place should be recorded on the Initial Review 
Form (Appendix A). 

 
5.2  Interim Review 
 

The Interim Review is held by the end of the third month of employment in the new role. 
 
This is a formal meeting to review the employee’s performance in the role, their conduct, 
timekeeping and attendance.  It is also an opportunity for the manager to provide 
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constructive feedback, therefore the meeting should highlight any shortfalls in performance 
as well as any achievements, and examples must be provided.   
 
If the employee is successfully fulfilling the duties of the role and meeting the set targets, 
the line manager should verbally inform the employee of this and confirm the date for the 
final review meeting. The line manager needs to record the contents of the discussion in 
the Interim Review Form (Appendix B) which is then signed by both the manager and 
employee. 
 
If there are concerns about the employee’s ability or conduct in the role, the manager 
should verbally discuss with the employee: 

 

 The areas that need to be improved. 
 

 The standards that are required. 
 

 Set an improvement plan (Appendix C) that details the objectives, required standards 
and any additional support or training that will be provided. 

 

 Confirm the date for the final review meeting. 
 

 Explain the process that will take place if the required improvement is not achieved and 
that it may result in the employee’s termination from the Council. 

 
The manager needs to record the contents of the discussion on the Interim Review Form 
(Appendix B) and develop an Improvement plan (Appendix C).  The Interim Review Form 
(Appendix B) and the Improvement Plan (Appendix C) needs to be signed by both the 
manager and employee. 
 
A signed copy of the Interim Review Form (Appendix B) and if applicable, the 
Improvement Plan (Appendix C) should be sent to Human Resources. 

 
5.3 Final Review 

 
The Final Review is held at the end of the sixth month of employment with the Council, 
although it could be held earlier if there are significant concerns. 
 
This is a formal meeting to review the employee’s performance in the role, their conduct, 
timekeeping and attendance.  It is also an opportunity for the manager to provide 
constructive feedback, the meeting should highlight any shortfalls in performance as well 
as any achievements, examples must be provided.   
 
Should the employee be successful in the role and has met the set targets, the manager 
should verbally inform the employee of this. The line manager needs to record the 
contents of the discussion in the Final Review Form (Appendix D) and indicate on the form 
that the employee has successfully completed their probationary period.  This form is then 
signed by both the manager and employee and forwarded to Human Resources who will 
write to the employee to confirm the successful completion of their probationary period. 
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If the concerns about the employee’s ability or conduct in the role still remain, the manager 
should verbally discuss with the employee: 

 

 The areas of concern that still remain and as such, 
 

 Confirm whether or not they are going to: 
 

o To terminate the employee’s contract by giving one months’ notice. 
 

o Confirm that the employee’s probationary period will be extended by 3 
months’.  If this is the case, the manager must confirm what performance 
objectives should be achieved for the probationary period to be successfully 
completed and the review process for the period. 

 
The line manager needs to record the contents of the discussion on the Final Review Form 
(Appendix D) and indicate on the form that the out probationary period has either been 
unsuccessful or has been extended.  A signed copy of the Final Review Form (Appendix 
D) then needs to be forwarded to Human Resources who will confirm the outcome in 
writing.  Employees who are issued with one months’ notice of termination will be provided 
with the right to appeal.  
 
 

6.0 APPEAL 
 

An employee who appeals against the decision to end their contract must do so in writing 
detailing the specific reasons why they are appealing.  This letter must be received within 
10 working days of receipt of the letter confirming the outcome of the probationary period. 
  
Appeals will be heard by an Assistant Director except when the termination relates to an 
Assistant Director, which will be heard by a Director.  The decisions available to the 
manager hearing the appeal are: 
 

 To overturn the original decision and confirm the employee has successfully completed 
their probationary period. 

 To overturn the decision and confirm that the employee’s probationary period will be 
extended by 3 months’. If this is the case, the appeal manager must confirm what 
performance objectives should be achieved for the probationary period to be 
successfully completed and the review process for the period. 

 To uphold the decision to dismiss. 
 

The employee will receive confirmation of the date and time of the appeal by letter and will 
be provided with at least 5 working days’ notice of the appeal.  Included with the letter will 
be any papers that will be referred to during the appeal.  The employee has the right to be 
represented at the probationary hearing by a union official, work colleague or some other 
person of their choosing who is not acting in a legal capacity. 
 
The format of the appeal is contained at Appendix E. 
 
The Chair of the appeal will confirm the outcome in a letter. 
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In the event of termination being upheld the effective date of the termination will be as 
originally advised. 
 
If the termination is overturned, the employee will be reinstated from the date of the 
termination and pay and continuity of service will be reinstated. 
 
The decision of the appeal manager is final and there will be no further right of appeal. 

 
 

7.0 ACTION IN SERIOUS CASES OF CONDUCT OR CAPABILITY 
 
Where an employee commits a single act or error and the actual or potential 
consequences of that act or error are, or could be, extremely serious, warnings and the 
opportunity to improve may not then be appropriate. In these circumstances, a manager 
may decide that it is appropriate for the employee’s employment to end.  
 
Depending on the severity of the error or action, the manager could decide that the 
employee is either given notice that their employment will terminate at the end of the 
probationary period; or given one month’s notice in accordance with their contract of 
employment.  
 
If it is necessary to investigate the incident, a manager can decide to suspend the 
employee.  Suspension is a neutral act and is not to be regarded as formal action.  During 
the period of suspension the employee shall be paid an amount equivalent to their normal 
basic pay.  
 
Ideally the employee must be informed of the suspension in the presence of a witness. 
This may be a trade union representative or a work colleague.  The suspension meeting 
cannot be postponed to allow specific representatives or colleagues to be in attendance.  
Employees will have the conditions of suspension explained to them verbally at the time 
and written confirmation will be sent within five working days. 
 
A suspended employee will be offered a designated contact person within the Council to 
whom they may seek support, advice, guidance and access to services such as 
occupational health provision. 
 
Whilst suspended from duties the employee is not allowed to enter Council property or 
contact any other employees, suppliers or customers of the organisation, except the 
employee's designated contact, without prior authorisation from the appropriate manager.  
The employee is expected to remain contactable and available for meetings during the 
times when they would normally have been in work. 

 
 
8.0 REVIEW 

 
This Policy will be reviewed on a regular basis in the light of operating experience and/or 
changes in legislation. 

 


