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References in this policy to schools include a reference to academies and free schools unless 
otherwise stated. References in this policy to the Headteacher include a reference to an academy 
or free school Principal and references to the governing body include references to governing boards 
and/or trust boards as applicable. 

 

 

Document Control 
Title Probationary Policy & Procedure for Schools 

Date September 2025 

Supersedes October 2023 

Amendments None 

Related 
policies/guidance 

Disciplinary Policy and Procedure, Safeguarding Policy, Recruitment 
Policy, Code of Conduct. 

Review Every two years 

Author HR and People, One Education Ltd 

Date consultation 
completed 

June 2026 

Date adopted by 
Governing Body 

June 2026 

 

 
Equality Statement: - Under the public sector equality duty (PSED), all schools/academies must 
have due regard to the need to eliminate discrimination, harassment and victimisation and any other 
conduct prohibited by the Equality Act 2010; to advance equality of opportunity between those who 
share a relevant protected characteristic and those who do not share it and to foster good relations 
across all protected characteristics. This means schools/academies must take into account equality 
considerations when policies are being developed, adopted and implemented. 

 
The One Education HR and People team regularly reviews all policies and procedures which are 
recommended to schools/academies to ensure compliance with education and employment 
legislation including the Equality Act 2010. Consultation with schools/academies is an important part 
of this review process. Headteachers, Principals and Governing Bodies are asked to contact the HR 
and People team via the Helpline if they believe there are any negative equality impacts in their 
school/academy in relation to the application of this policy/procedure. 
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1. INTRODUCTION 
 

1.1 The probationary period applies to all new employees commencing employment at the school. 
The probationary period is for a total of 13 weeks1. This probationary procedure enables a 
clear management framework on how to successfully manage performance and conduct of a 
new employee. 

 
1.2 In order to ensure that the time is used effectively and all new employees are treated equitably, 

the governing body has adopted this Probationary Policy. Any issues related to 
performance/conduct that occur during the probationary period will be managed under this 
Policy and it is essential that performance/conduct issues during a probationary period are 
addressed without delay. 

1.3 The probationary period enables the employee the opportunity to familiarise themselves with 
their new role and to assess their suitability to their post and allows the employee’s line 
manager to assess the employee’s suitability in the role and their potential. 

 
1.4 During the probationary period it is essential that the line manager provides support and 

guidance as well as giving a new employee the opportunity to ask questions and discuss any 
issues or concerns they may have. 

 
1.5 In the majority of cases, induction/probationary periods are positive experiences and this is 

mainly as a result of lines of communication between the line manager and the employee being 
consistently open. 

 

2. SCOPE 

2.1 This policy applies to all new employees other than teachers employed by the school 
regardless of their permanent, fixed-term, full or part time status. Existing staff that move posts 
within the school will not be subject to a further probationary period. It does not apply to 
teachers, who are covered under separate arrangements. 

 
2.2 The probationary period is for 13 weeks, excluding school closure periods for “term time only” 

employees, regardless of any previous local government or school service. 
 

 
2.3 To determine whether an employee is under-performing, managers will take into account: 

 

• any reasonable adjustments required under the Equality Act 2010 

• any agreed programme of training or support 

• any other factors that may impact on an employee's performance 

Please seek advice from HR & People in the first instance. 

 
2.4 Issues of poor performance and minor cases of conduct and attendance can be addressed 

within this policy throughout the probationary period, allowing the employee the opportunity 
to improve, prior to any decision relating to termination being sought. 

 
 

 

1 
Academy – to amend probationary period if adopted alternative T&C’s (as appropriate) 
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2.5 Any serious disciplinary issues requiring formal investigation which arise during the 
probationary period will be managed in line with the School’s Disciplinary & Grievance Policy 
and Procedure. Advice should be sought from HR & People in the first instance. 

 
2.6 Any serious concerns regarding attendance during the probationary period may be 

required to be addressed under the school’s Attendance Management Procedure for 
absence related condition(s) that may fall under the Equality Act 2010. 

 
2.7 All other matters of conduct will be managed in line with this policy. 

 

3. ROLES AND RESPONSIBILITIES 

3.1 Line Manager’s Responsibilities: 
• To ensure effective implementation and awareness of the probationary procedure. 

• To explain the expected standard of performance and conduct and manage the probation 

period. 

• To ensure that review dates are set and that the employee receives regular feedback. 

• To ensure that the new employee participates in the school’s induction programme and 

any relevant mandatory training. 

• To arrange additional meetings between the probationary assessment meetings; this may 

be through 1:1 or ad hoc meetings. Line managers should make every attempt to be 

available for new employees during the probationary period. 

• To continue to manage on a day-to-day basis and to discuss any concerns as they arise, 

including attendance, performance or conduct. 

 

3.2 Employee Responsibilities: 
• To demonstrate the standards expected by the school in relation to performance, conduct 

and attendance. 

• To raise any concerns or difficulties with the line manager at the earliest opportunity. 

• To undertake any training required to satisfy the role whether mandatory or otherwise. 

• To participate in the school’s induction programme. 

• To engage fully with the probation review process. 

 

4. MANAGING THE PROBATIONARY PROCEDURE 

4.1 The new employee must be informed from the onset of their employment of the length and 
purpose of the probation period and the standard of performance, attendance and conduct 
expected of them. They must be advised that their progress will be carefully monitored by 
their line manager throughout the probation period and should be encouraged to seek help 
and guidance whenever necessary. 

4.2 The line manager will meet with the new employee within the first week of their induction 
programme to set out the standards and assessment criteria that will be used to evaluate 
their performance during the probationary period. This will include agreeing objectives to a 
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programme of induction and any relevant training. Any development needs which were 
identified during the recruitment process should also be taken into account. 

 
4.3 Thereafter the new employee should be advised that there will be three formal probationary 

review meetings at 4 weeks, 8 weeks and 12 weeks. 
 

4.4 The purpose of the probationary assessment meetings is to review how the individual is 
progressing, highlight any problems, training needs and/or any school-related issues which 
are not clear. 

5. PROBATIONARY REVIEW MEETINGS 

5.1 Three Formal Probation Reviews 

The line manager should conduct a total of up to three formal probationary reviews with the 
employee and assess the employee’s performance against the objectives that have 
previously been agreed. The limited time that the employee has been in post and any training 
and development needs that are yet to be met should be taken into consideration during the 
meeting. If there are any training requirements then these should be organised quickly. 

The Induction/Probationary Review Form can be found at Appendix 1. 

 

5.2 First Assessment Review Meeting (4 weeks) 

5.2.1 At the first probationary assessment meeting (and at each formal review meeting thereafter) 
the line manager is required to complete the probationary assessment form and provide 
feedback on the performance of the new employee on the following areas:- 

 

• Quality and quantity of work 

• Attitudes and motivation 

• Conduct and attendance 

• Compliance with policies and procedures 

Probationary assessment forms can be found at Appendix 2, 3 and 4 for each stage. 
 

5.2.2 If there are areas for improvement, the line manager must inform the employee that their 
performance is falling short of expectations and give him/her the opportunity to improve. The 
line manager should offer any reasonable additional support measures to be put in place. 
The employee should be encouraged to respond to any issues and discuss any additional 
support or training required. 

5.2.3 The line manager should state clearly using the Probationary Performance Improvement Plan 
in what way(s) the performance is falling short of expectations and what is expected of the 
employee to bring their performance up to standard. This will involve: 

 

• Discussing the areas that need improvement 

• Explaining the standards required 

• Devising an improvement plan which sets objectives and identifies any additional 
support, training or guidance needed 

• Setting the date for the next assessment meeting 

• Advising the employee that failure to meet the required standards may result in 
recommendation that their employment is terminated. 

 
A Probationary Performance Improvement Plan can be found at Appendix 2. 
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5.2.4 It is not necessary to wait until the second assessment meeting (eight weeks) before the line 
manager next meets with the employee. It is essential that additional meetings take place; 
this could be through 1:1 meetings and ad hoc meetings. 

 
5.2.5 The line manager is advised to seek advice from HR & People if, after the first assessment 

meeting, if an employee is not performing satisfactorily and does not reach the required 
standards expected. Please refer to paragraph 10 below – ending employment during 
probationary period. 

 

5.3 Second Assessment Review Meeting (eight weeks) 

5.3.1 As with the first assessment meeting, if the employee’s performance has reached or has 
exceeded the standard expected in line with the agreed objectives, the probationary 
assessment review form 2 should be completed to reflect that fact. 

 
5.3.2 However, if, following appropriate support and guidance there are still areas for improvement 

where performance is not satisfactory, or if, since the first assessment meeting, concerns 
have been raised regarding performance, this must be discussed and recorded. The line 
manager should state clearly, in writing, how the performance is falling short of expectations, 
provide evidence of this and give him/her the opportunity to improve. (Please refer to first 
review meeting notes for details of what this may involve). The employee must be 
encouraged to respond to any issues and discuss any further support or training that may be 
required. 

5.3.3 If there is evidence to suggest that performance or conduct is consistently below the 
standard expected and there are signs to suggest that this will not improve, it is possible to 
move to the dismissal phase at any stage in the probationary period. Please refer to 
paragraph 10 below – ending employment during probationary period. 

5.3.4 Between the second and third review meeting, if there are any concerns regarding the 
employee’s performance then appropriate notice of 5 working days will be required to invite 
the employee to attend a potential dismissal meeting. Please seek immediate advice from 
HR & People. 

 

5.4 Third Assessment Meeting (twelve weeks) 

5.4.1 The purpose of this meeting is to review performance, conduct, timekeeping, sickness 
absence and attendance. Constructive feedback should be given to the employee 
highlighting both positive achievements and any areas where they are falling short by 
providing examples. 

 
5.4.2 The line manager at this meeting must raise any concerns they have referring to any 

documentary evidence where appropriate. The employee or their representative should be 
given the opportunity to respond and put their case forward. The line manager should 
consider the employees responses before making a decision about the employees’ suitability 
for the post. 

5.4.3 At the 12-week assessment meeting, three outcomes are possible and the line manager will 
make the decision to: 

 

• confirm the appointment 

• extend the probationary period 

• termination of employment 
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5.4.4 The line manager should continue to offer support or assistance during the whole of the 
probation period up to the date of confirmation in post or the decision to dismiss. 

6. CONFIRMING THE APPOINTMENT 

6.1 If the employee demonstrates that all aspects of their performance are satisfactory, and if the 
Headteacher supports this then the line manager should confirm this in writing to the 
employee. 

7. EXTENDING THE PROBATION PERIOD 

7.1 In some circumstances it may be necessary to extend the probation period beyond the 13-
week probationary period. These circumstances may include: 

 

• it has not been possible to fully assess performance due to the employee’s sickness or 
other authorised absence 

• there are concerns regarding performance, conduct, attendance or timekeeping but the 
line manager has evidence to suggest that it is likely to improve with an extension to the 
probation period 

7.2 In these circumstances the probationary period can be extended, usually for up to a 
maximum period of 13 weeks (26 weeks in total). During this time, it is essential that further 
regular assessments take place (every 4 weeks) and are documented, to ensure that 
progress is noted and discussed with the employee. The school must issue a letter to the 
employee confirming the extension of the probationary period outlining the reason for the 
extension. 

 
7.3 If, at the end of the extended probationary period, the employee’s performance reaches the 

required standard, the line manager will confirm in writing to the employee that they have 
successfully completed their probationary period. 

 
7.4 However, if (at any stage) the employee’s performance does not reach the required standard, 

please refer to paragraph 10 below – ending employment during the probationary 
period. 

8. PROCEDURE FOR ENDING EMPLOYMENT IN THE PROBATIONARY 

PERIOD 

8.1 If there is sufficient evidence to suggest that a probationer’s performance, conduct, 
attendance, absence or timekeeping is consistently below the standard expected and that 
this this will not improve (at any stage of the process) and a dismissal is a likely outcome the 
line manager should seek advice from HR & People, prior to proceeding with a final review 
meeting. The following three step process must be followed:- 

 

Stage 1 - the employee should be invited to attend a meeting with the Headteacher (who 
will have delegated responsibility to dismiss – giving no less than 5 working days’ notice). 
The employee must be informed of their right to be accompanied at the meeting by a trade 
union representative or workplace colleague. A representative from HR & People may also 
be present to provide advice to the Headteacher. 

 

Stage 2 - At the meeting, the line manager will recommend that the employee’s contract of 
employment be terminated, present the reasons to substantiate this recommendation and 
the employee will be given the opportunity to put forward their comments and/or interpretation 
of the circumstances. 
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Stage 3 – Written notification of decision. The Headteacher will confirm their decision (which 
may be dismissal or other appropriate measure (extend the probationary period) and the right 
of appeal, in writing within 10 working days. 

 
8.2 In some circumstances, the line manager may be the Headteacher, in which case the 

recommendation to dismiss will need to be made to a sub-committee of the Governing Body. 
 

8.3 The Headteacher must also notify their Payroll provider of the dismissal, in line with the 
school’s with normal leaver process. 

8.4 The employee will receive appropriate contractual notice to terminate the contract. The only 
exception to this would be in cases of summary dismissal for gross misconduct, where any 
employee, including those not on a period of probation, would not be entitled to notice or pay 
in lieu of notice. For further information on this point, please speak to your HR & People 
Advisor. 

9. APPEALS AGAINST DISMISSAL 

9.1 The employee has a right of appeal against the decision to dismiss. They should submit any 
appeal in writing to the Chair of Governors within 10 working days of receiving the written 
outcome letter. 

 
9.2 They should give details of the grounds of their appeal in the email/letter. The appeal will be 

heard within 10 working days at an agreed time and place and the appeal meeting will be 
attended by the Headteacher who made the original decision, the line manager; a HR & 
People representative and will heard by an appropriate sub-committee of the Governing 
Body. 

9.3 At the Appeal Meeting, three outcomes are possible as follows: 
 

• Extend the review period – up to a maximum one month 

• Uphold the original decision 

• Confirm the employment and reinstate the employee 

9.4 The employee may be accompanied at the appeal meeting by a trade union representative 
or a workplace colleague and, at the conclusion of the appeal meeting, will be informed of 
the decision in writing within 10 working days. 

10. EMPLOYEE SUPPORT 

10.1 Please speak to your HR & People Advisor regarding support options available to the 
employee. 

10.2 If there are any concerns about the most appropriate course of action to take at any stage of 
the probationary process, the school’s HR & People Advisor should be contacted for advice. 
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APPENDIX 1 – INDUCTION / PROBATIONARY REVIEW FORM – 

SUPPORT STAFF 
 
 

 

 
Name: 

Post Title: School: 

 
Date Started: 

 
Line Manager 

 

 
Probationary employees should be formally assessed at four, eight and twelve weeks. This form should be completed 
fully and both the probationary line manager and the employee should sign the overall assessment boxes below. A 
copy of the completed form should be given to the employee and a copy should be retained on file. 

 

Agreed Objectives/Date 
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APPENDIX 2 - FIRST PROBATIONARY ASSESSMENT MEETING (FOUR WEEKS) – 

FORM 1 
 

 

 
Line Manager to 

Identify Areas where 
Performance 

Exceeds Standard 
Expected 

 
Line Manager to 

identify Areas where 
Employee has 

“Achieved Required 
Standard” 

Line Manager to 
identify Areas where 

Employee’s 
Performance 

“Requires 
Improvement to 
Meet Required 

Standard” 

Performance 
(LM should comment 
fully on the employee’s 
performance, which 
should include 
assessment against the 
Role Profile, Person 
Specification and 
agreed Objectives) 

   

Personal 

(LM should comment on 
employee’s enthusiasm, 
interest, initiative, self-
motivation) 

   

Attendance/Reliability/ 
Punctuality 
(LM should comment on 
and specify the number 
of days absent 
e.g. Timekeeping 

Reliability 
Sickness 
Other absences 

since coming into post). 

   

Relationship with 
Others 
(LM should comment on 
relationships with other 
colleagues/ 
parents/pupils/ 
governors/ other 
professionals etc.) 
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Any Other Comments 
Line Manager should 
comment on any 
support provided, 
remedial action, targets, 
training that may be 
necessary, also any 
potential for 
development. 

   

Detail any Areas which Require Improvement 

Outline Any Plans to Improve Performance 

Outline the Employee’s views on the Job, Work Environment and Working Conditions 

Overall First Assessment 

Next Review Date…. 

 

 
Signed by: 

 
Probationary Line Manager …………………………………………… Dated ……………………….. 

 
Employee………………………………………………………………….. Dated ………………………… 
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APPENDIX 3 - SECOND PROBATIONARY ASSESSMENT MEETING (EIGHT WEEKS) 

– FORM 2 
 

 

 
Line Manager to 

Identify Areas where 
Performance 

Exceeds Standard 
Expected 

 
Line Manager to 

identify Areas where 
Employee has 

“Achieved Required 
Standard” 

Line Manager to 
identify Areas where 

Employee’s 
Performance 

“Requires 
Improvement to 
Meet Required 

Standard” 
Performance 
(LM to comment fully on 
the employee’s 
performance, which 
should include 
assessment against the 
Role Profile, Person 
Specification and 
agreed Objectives) 

   

Personal 
(LM to comment on 
employee’s enthusiasm, 
interest, initiative, self-
motivation) 

   

Attendance/ 
Reliability/ 
Punctuality 
(LM to comment on and 
specify the number of 
days absent due to: 
e.g. Timekeeping 

Reliability 
Sickness 
Other absences 

Since coming into post) 

   

Relationship with 
Others 
(LM to comment on 
relationships with other 
colleagues/ 
parents/pupils/ 
governors/ other 
professionals etc.) 

   

Any Other Comments 
LM should comment on 
any support provided, 
remedial action, targets, 
training that may be 
necessary, also any 
potential for 
development 
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Detail any Areas which Require Improvement 

Outline Any Plans to Improve Performance 

Outline the Employee’s Views on the Job, Work Environment and Working Conditions 

Overall Second Assessment 

 
 
 
 
 
 
 
 
 
 

 
Signed by: 

Probationary Line Manager …………………………………………… Dated ……………………….. 
 

 
Employee………………………………………………………………….. Dated ………………………… 
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APPENDIX 4 - THIRD PROBATIONARY ASSESSMENT MEETING (TWELVE WEEKS) – 

FORM 3 
 

 

 
Line Manager to 

Identify Areas where 
Performance 

Exceeds Standard 
Expected 

 
Line Manager to 

identify Areas where 
Employee has 

“Achieved Required 
Standard” 

Line Manager to 
identify Areas where 

Employee’s 
Performance 

“Requires 
Improvement to 
Meet Required 

Standard” 
Performance 
(LM to comment fully on 
the employee’s 
performance, which 
should include 
assessment against the 
Role Profile, Person 
Specification and 
agreed Objectives) 

   

Personal 

(LM comments on 
employee’s enthusiasm, 
interest, initiative, self-
motivation) 

   

Attendance/ 
Reliability/ 
Punctuality 
(LM to comment and 
specify the number of 
days absent due to 
E.g. 
Timekeeping 
Reliability 
Sickness, 
Other absences 
since coming into post) 

   

Relationship with 
Others 
(LM to comment on 
relationships with other 
colleagues/ 
parents/pupils/ 
governors/ other 
professionals etc.) 

   

Any Other Comments 
LM to comment on any 
support provided, 
remedial action, targets, 
training that may be 
necessary, also any 
potential for 
development. 
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Detail any Areas which Require Improvement 

 
Is it recommended that the employee’s appointment is 
to be confirmed? 

 
Yes 

 
No 

If no, please give details of the outstanding issues below 

Is it recommended that the employee’s Probationary 
Period be extended to allow time for improvement 

Yes No 

 
If yes, specify the date on which it is recommended that the employee will complete the extended 
period and specify the improvement required and how this will be achieved. 

Extended Probationary Period Completion Date (if 
applicable) *maximum 3 months 

 

Employee’s signature 
 

Line Manager’s signature 
 

Headteacher Signature 
 

…………………………………………………… 

Employment 
Confirmed (Please 
indicate below) 

Employment Not 
Confirmed (Please 
indicate below) 

  

Date 
 

Outline Any Plans to Improve Performance 
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Outline the Employee’s Views on the Job, Work Environment and Working Conditions 

Overall Third Assessment 

Summary of Employee’s Overall Performance 
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APPENDIX 5 - PROBATIONARY IMPROVEMENT SUPPORT PLAN 

EXAMPLE Informal Stage of INSERT SCHOOL Probationary Policy 

EMPLOYEE:- NAME 
 

POSITION:- JOB TITLE 

MANAGER  NAME 

ASSESSMENT PERIOD From XXXX to XXXX 
 
 

 

The purpose of this Probationary Support Plan is to ensure is to meet the standards and objectives expected of a INSERT JOB TITLE. 
 
 

 

Area of Concern 

(linked to JD/PS) 

Key Areas for Improvement / 

Standard expected 

Action by 

Employee 

Support identified Date for 

Review 

Comments 
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Person responsible for supporting the employee towards the achievement target:- NAME 

Additional considerations/adjustments agreed:- 

Means of monitoring progress: 4/6 week review 

Signed………………………………….. (Employee) Date...…………………………………………… 

Signed………………………………….. (Line Manager)  Date...……………………………………… 


