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This document applies to all Council employees except:   

 Executive Directors 

 Assistant Directors 

  

  

Policy Aim  

Key Policy Principles 

Roles and Responsibilities 
Performance, Attendance and Conduct 

Probation Meetings 

Appeals against decision to terminate  
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Policy Aim  

 

This policy is intended to promote fairness in the relationship between the Council 

and its employees. The Council recognises that employees are our greatest asset 

and we are reliant on their ability to undertake the job.  It is therefore committed to 

ensuring all employees have the appropriate resources, skills, knowledge, 

competence and aptitude to undertake their prescribed work effectively.  

 

The Probation Policy aims to provide a framework of continuous assessment within 

which all new employees are helped to reach and maintain acceptable standards of 

performance, attendance and conduct within a reasonable timescale.  

 

During their probation, usually six months, employees will be assessed regularly 

against their performance, attendance and conduct so that line managers can make 

an informed and objective decision about the employees’ suitability for the job to 

which they have been appointed to. Confirmation of appointment beyond the 

probationary period is subject to the employee meeting the Councils expectations 

regarding performance, conduct and attendance. 

 

All employees are subject to a six-month probation period before their appointment 

is confirmed unless otherwise stated, this includes employees that transfer from an 

Apprentice contract, transfers from other Local Authorities, internal secondments 

longer than a 12 month period and internal transfers to a permanent position. The 

Probation procedure should be explained to all employees by their direct line 

manager. If a fixed term contract is short term then the Manager will advise an 

appropriate probationary period in conjunction with HR. 

 

It complies with statutory requirements and will always be updated to ensure this 

compliance is maintained 

 

This policy is non contractual. 

 

Key Policy Principles 

 

 Establish and maintain the standard of work performance of all new 
employees to ensure each person contributes towards the Councils aims and 
objectives 

 
 

 Support managers in carrying out their responsibility for the maintenance of 
high standards of work performance by all new employees 

 

 Ensure that all employees are treated in a fair and consistent manner in 
relation to their probation meeting all relevant legislation  
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 Help protect the Council, employees and its customers from the 
consequences of poor work performance 

 

 Identify and remedy any identified shortfall in the Councils and management 
provision through ensuring all employees receive appropriate training, 
guidance and resources to undertake their job. 

 

Roles and Responsibilities 
 
Line Manager  

 Must ensure that all new employees receive a full employee-manager 

induction; a corporate induction takes place on a quarterly basis and 

therefore cannot be guaranteed during this time.  

 Offer a supportive and encouraging environment for the new employee to 

achieve the required standards 

 Meet monthly with the employee during the probation period to review and 

document their progress 

 Ensure any appropriate learning and development is planned in and takes 

place at the earliest opportunity 

 Ensuring Management expectations and performance targets are made 

explicit and are understood by the new employee  

 Explaining any areas of concern to the new employee where their 

performance, conduct or attendance is not meeting the required standard 

and to formulate action plans to address the identified shortfall 

 Consulting with HR at the earliest opportunity if concerns are raised 

including considered extensions of the probation period or termination of 

employment 

 Must complete the Probation Form fairly and openly with the employee 

 Adhere to the timelines set out in this policy 

 

 

Human Resources  

 Must ensure that all new employees are aware of this policy and that managers 

receive appropriate training on its application 

 Will provide advice and support where there are concerns around the new 

employees performance standard 

Employee  

 All employees are expected to adhere to the Councils Policies and 

Procedures 

 The employee should engage with their Manager to ensure an effective 

probation period and to ensure that by month 6 they have had all the 

necessary tools and training to fulfil the requirements of their role   
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 Actively engage in 121 meetings, with their manager and in the Mid Term and 
Final Review meetings 

 Be open and honest with their manager about their progress and any assistance 
they need to improve 
 

UNISON 

 Must ensure representatives have an understanding of the Probation Policy, its 
application and potential outcomes available to the Council should the new 
employee not meet performance standards. 

 Provide appropriate representations and support to its members in formal 
meetings 

 
 

 

Performance, Attendance and Conduct 

 

It is useful to define what the Council means by acceptable performance, attendance 

and conduct to ensure the probation process is open and transparent to all. 

 

 Acceptable performance is when the employee can meet the work objectives 
they have been set and perform in the job to the required standard. Part-time 
employees must have their work objectives adjusted to reflect what is achievable 
within the hours they work and employees with a disability must be assessed 
with any reasonable adjustments that have been put into place.  

 Acceptable attendance means that the employee attends work regularly and 
meets the standards set out in the Managing Absence Policy.  

 The standards of conduct expected of all staff, including probationers, are 
detailed in the Councils relevant policy documents including the Code of 
Conduct, the IT User Policy, Alcohol and Drug Misuse Procedure and the Social 
Media Guidance.  

 Suspected serious or gross misconduct must be dealt with immediately. An 
investigation may take place depending on the nature of the allegations, and 
where it is clear that there is a case to answer, a formal probation meeting will 
be held, regardless of the point the employee has reached in their probation 
period, to consider whether their employment will continue.  

 

Probation Procedure 

 

The Probation procedure provides the Council with the opportunity to assess an 

employee’s suitability in the role they have been appointed to and for the employee to 

demonstrate their ability to effectively perform their duties. It is an opportunity for the 

new employee to become familiar with the main duties and tasks and demonstrate the 

standard of performance and conduct expected of them. It also allows the employee 

to undertake any training & development essential to the role.   
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Probation Meetings 

 

In the first week of the employee starting the manager will book the review meetings 

in their diaries.  The review meetings are to be to both assess the progress of the new 

employee and to discuss the support they need to develop in their new role.  All 

meetings can either take place face to face or virtually dependant on the relevant 

guidance and circumstances at the time. 

 

Initial Review Meeting – the line manager will arrange this no more than 2 weeks after 

the employee started work.  This is to discuss expectations and work objectives and 

to decide what measures will be in place to support the employee  

Meetings during Probation – the line manager will hold regular 121s, as agreed at the 

initial review meeting, throughout the probation period.  The purpose of these meetings 

is to provide an open and honest channel of communication which includes clear, 

evidence based feedback to ensure the employee understands how they are meeting 

the standards required for performance, attendance and conduct.  The employee is 

encouraged to identify areas of difficulty and ways of resolving these are clearly 

defined and agreed. 

 

It is recommended that the Manager and employee have monthly probation review 

meetings and these are essential at month 3 and 6.   

 

Completed probation review forms must be returned to HR.  Both the manager and the 

employee should prepare for the review meetings by responding to the questions on 

the review form.   

 

Throughout the probationary period performance issues should be highlighted to the 

employee as soon as possible, and at the latest, the next review meeting. Standards 

of performance should be outlined and clearly documented with quantifiable measures 

identified through an Improvement Plan. Additional learning and development if 

necessary, should be arranged. 

 

Mid Term Probation Review Meeting – this should be diarised 12 weeks from when the 

employee started.   This will either indicate that the employee is making satisfactory 

progress or will identify areas of concern which need to be addressed.  The line 

manager must clearly explain any area of concern, improvements required and support 

available.  An improvement plan will be discussed, agreed and recorded. 

 

If at this stage the line manager has serious concerns about the employee’s 

performance, attendance or conduct, and the manager believes the situation is unlikely 

to improve before the end of the probation period, a Formal Probation Meeting will be 

held to determine if employment should continue. 
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If the outcome of the Mid Term Review is that either an Improvement Plan or 

termination of employment, through a Formal Probation Review meeting, is 

recommended the manager must consult HR before proceeding.   

 

Month 5 Probation Review Meeting - If at the 5th month review there are continuing 

concerns with the employees’ performance, a member of HR should attend the review 

meeting. At the review meeting, the manager should outline the standards of 

performance expected and arrange a follow-up meeting for a month later.  

The manager should clearly explain that if there is no improvement and employee fails 

to successfully complete the probationary period, their employment will be terminated.  

Final Review Meeting – this should be diarised 24 weeks from when the employee 

started (it must not go beyond the six months point otherwise the member of staff will 

automatically been deemed a permanent employee). The purpose of the meeting is to 

determine the employee’s suitability for continued employment.  There are three 

potential outcomes from this meeting: 

1. If the employee’s performance, attendance and conduct are all satisfactory, they 

will be confirmed in post.  Upon receipt of the Probation Review Form, HR will 

issue a confirmation letter confirming the probation period has been successfully 

completed and, if applicable, payroll will be informed to apply any increment that 

may have been agreed at the start of the probation period (where the probation 

period had started prior to the normal organisational pay award date i.e 1st April).   

2. If the employee’s performance, attendance and conduct is unsatisfactory the line 

manager must hold a Formal Probation Meeting.  The line manager must contact 

HR for advice. 

3. Exceptionally the line manager may seek approval to extend the employees 

probation period.  The line manager must contact HR for advice – as a general 

rule probation could be extended by one month if there has been some 

improvement or there are mitigating circumstances.  Any further extension will 

need to be agreed through the Head of Paid Service. 

 

Formal Probation Meeting – the employee will be given seven calendar days notice of 

this meeting. They are entitled to be accompanied by a work colleague or Trade Union 

Representative. 

At the meeting the line manager/decision maker will be advised by an HR 

representative.   The line manager/decision maker will clearly explain to the employee 

the reasons why they are considering terminating their contract on the grounds of 

failed probation.  The employee can make representations against this and must be 

given the full opportunity to explain any mitigating circumstances. 
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After considering all the evidence the line manager/decision maker will, with HR 

advice, make a decision as to whether the employment should be terminated or 

whether an alternative course of action is more appropriate. 

Any decision to terminate must be endorsed by Head of Paid Service.  The employee 

will receive written notification of the decision to dismiss and will be entitled to one 

months notice plus any outstanding annual leave.  Normally there is not a requirement 

to work the notice period. 

A formal probation review meeting can be held at any time during the probationary 

period if sufficient progress is not being made despite agreed interventions being put 

in place. 

 

Appeals against decision to terminate  

 

Employees have the right to appeal against the decision to terminate their 

employment. Appeals should be submitted in writing to the HR Manager within 10 

working days of the dismissal.   

  

Appeals against dismissal will be heard by an Executive Director or a delegated 

Assistant Director with delegated authority.   

  

The Employee will have the right to be accompanied   
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Frequently Asked Questions 

Question Answer Policy Section 

What do I do to 

confirm 

satisfactory 

probation to the 

employee 

Upon successful completion of the 

probation period the Manager will 

complete a 6-month review using the 

‘6-month review form’ and email it to 

Humanresources@breckland.gov.uk. 

The form should be completed and 

signed (or emailed) by both the 

Manager and employee before 

returning to HR.  

 

Final Review 

Meeting 

What discretion 

do I have to 

extend an 

employees 

probationary 

period 

Line Managers  will have the 

discretion to extend a 

probation period by up to  one  

month if there is evidence of an 

improvement in performance 

that, if maintained, will lead to 

satisfactory performance in the 

job. Only one such extension 

should be granted, unless 

there are extenuating 

circumstances and at the 

discretion of Head of Paid 

Service approval.  The Head of 

Paid Service has discretion to 

award up to a maximum of a 

three month extension 

 

Final Review 

Meeting 

How do I 

manage a 

disciplinary 

action when an 

employee is on 

probation 

Any disciplinary issues which 

arise during the probationary 

period will be dealt with under 

the Council’s disciplinary 

procedure. If disciplinary 

action is taken, this will be 

taken into account at the final 

assessment.   

 

Final Review 

Meeting 

What happens if 

the employees 

The procedure applies to all Council 

employees including temporary or 

fixed term contracts for 6 months or 

more.  

Probation 

Meetings – 
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contract is less 

than six months 

In the case of a fixed term contract 

shorter than the length of the 

probation period the probation 

procedure will be followed for the 

period during the individual’s 

employment by the Council.   

 

Initial Review 

meeting 

What happens to 

pay progression 

during probation 

Employees in post but on probation at 

1 April will be entitled to the BPI (cost 

of living) from 1 April. From the date 

the probationary period is completed 

successfully an employee can then 

receive an increment to the next SCP 

within their pay band.  Example:   

 Start date 1 December 2021   

 BPI awarded 1 April 2022   

 Probation completed 31 May 2022   

 Eligible for incremental 

progression 1 June 2022   

 

Staff who join after 1 April, who 

successfully complete their 

probation on or before 31 March 

(so within the same 

Appraisal/Performance year), 

will be eligible for incremental 

progression on ‘the next’ 1 April.  

Example:   

 Start date 1 May 2021   

 Probation completed 30 November 

2021   

 Eligible for BPI & incremental 

progression 1 April 2022   

  

 

 

What happens if 

an employee has 

been sick during 

the probationary 

period 

If the period of absence has been 

for a significant period of time or is 

likely to have an impact on the 

outcome of final probation review 

then advice should be sort from 

HR. 

Probation 

Meetings – 

Final Review 

Meeting 

 


