[image: image1.jpg]vy

Southampton Voluntary Services




Probationary Period Guidelines SVS Fact Sheet
1.
Purpose of Probationary Period

The purpose of a probationary period is to provide a framework for identifying and sorting out any early difficulties which may occur in the performance of the job and to provide for early termination of employment if such difficulties are not resolvable during this period.

2.
The Probationary Period

·  
Probation is normally for a six months period, unless specified otherwise in the contract of employment.

· During the probationary period the line manager is responsible for ensuring that the following process and steps take place.
· The new employee receives a full induction.
· Any appropriate training takes place at the earliest opportunity.
· Management expectations and performance targets are made explicit and are understood by the new employee.
Supervision Meetings

· Regular supervision meetings take place on a monthly basis (and more frequently if necessary); 

· During supervision meetings constructive feedback is given to the employee highlighting both achievements and areas of weakness using suitable examples;

· The employee is encouraged to identify areas of difficulty and ways of resolving these are clearly defined and agreed;

· Appropriate solutions to problems or difficulties are discussed and the line manager provides guidance, direction or instruction as appropriate;

· An honest assessment about the support that the line manager or others in the organisation can provide is stated to avoid building up unrealistic expectations;

· Notes of such meetings are drawn up and copies given to the employee;

· A first probationary review takes place at three months;

· A final probationary review takes place shortly before the end of the six months period;

· In exceptional circumstances, the probationary period is extended (for example, because of the employee’s sickness or other absence).

3.
Probationary Reviews

The three months review

The three months review should take place at the end of the first three months probation period.  It is a meeting between the line manager and the employee to cover work performance to date; review progress and expectations; and set clear targets for the next three months.  The employee should be encouraged to contribute views and ideas.  The line manager will make a record of the meeting including any action agreed to resolve concerns and will provide a copy to the employee.

The six months review

The six months review must take place before the end of the six months probation period. It is a meeting between the line manager, director (or Chair) and the employee. The employee may have a work colleague or union representative attending at this meeting (where the employee is the organisation’s only employee, s/he is entitled to bring to the meeting a friend).  

Where the director is the line manager, the Chair will attend.

Where the employee is answerable directly to the Management Committee, the Chair and one other MC member will attend. 

The meeting will cover work performance over the full six months period; will take account of the three months review and any progress or problems following the last review.  The manager will make a record of this meeting and provide a copy to the employee within five working days, together with written confirmation of the outcome of the probationary review - whether the employment is confirmed or not.

If the decision is not to confirm employment, the employee will be entitled to one week's notice.  The Association will provide a reference having regard to the facts and circumstances under which the employment was terminated.

Only in very exceptional circumstances will the probationary period be extended for a further period of up to three months.  Such extension cannot be for the purpose of dealing with poor performance.  It is only acceptable where unavoidable circumstances have occurred.  For example, where the employee’s approved absence during the preceding months has prevented her/him from achieving the standard of work performance required.  

4.
Other

· During the probationary period the period of notice will be one week on either side.

· In the case of the Director’s probation, reviews will be carried out by the Chair who may choose to include other Management Committee members in the review meetings.

· If across the board increases are paid following an annual salary review, any increase will be paid during the probationary period.  Salary increments (if applicable) will be paid after successful completion of the probationary period and will be back-dated to the appropriate date.


· Annual leave is accrued from the first day of employment. During the probationary period employees are expected to take leave equivalent only to the amount of leave they accrued. Public holidays are provided as they occur.

· There is no right of appeal against the decision of the probationary review.*

· The Association’s disciplinary procedure will not apply during the probationary period. However, the line manager is expected to use the procedure as guidance for dealing with poor performance and issue warnings if necessary with timescales adapted as appropriate.*

	Note: The Employment Act 2002 brought into force in October 2004, the Statutory Dismissal and Disciplinary Procedures (DDPs) [See Appendix XII(A)].  Failure to follow these procedures will constitute automatic unfair dismissal for employees with one or more years of continuous service. 

The Government does not propose at this time to make the dispute resolution procedures an implied term of all employment contracts (which was included in Employment Act 2002).  However, if in due course the Government decides to implement this provision, it will be necessary - when dismissing a probationary employee - to follow the DDPs (as well as the ACAS Code of Practice on Disciplinary & Grievance Procedures**). 

This will include the right to appeal against the decision to dismiss. Failure to do so may expose the organisation to a claim of breach of contract.  

** To obtain a copy of the ACAS code: download from the ACAS website at www.acas.org.uk ; email acas@eclogistics.co.uk; phone 0870 242 9090; or fax 020 8867 3225




For further fact sheets see our website on www.southamptonvs.org.uk  or contact SVS on T 023 8022 8291 or information@southamptonvs.org.uk
Disclaimer

SVS does not represent or guarantee that the information on this briefing is accurate, complete or up to date. SVS does not accept liability for any loss, damage or inconvenience due to the use of; or the inability to use any information contained in this briefing. Visitors who use this briefing and rely on any information do so at their own risk. 
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