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PROBATION POLICY 
 

This policy applies to: 

Support Staff 

Academic Staff 

Senior Staff and Managers 
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1. INTRODUCTION 
 

University of Suffolk aims for excellence and all new appointed staff whose contract of employment is 

subject to the satisfactory completion of a probationary period are required to demonstrate competence.  

University of Suffolk is committed to helping and supporting staff achieve and maintain standards of job 

performance consistent with their terms and conditions of service.  

The objectives of the probationary period are to: - 

• ensure the appointee is fully inducted into their role, that expected standards of performance and 
behaviours are clear, and that any training and development needs are identified 
 

• provide the institution with an opportunity to assess the performance of the appointee before 
deciding whether or not to confirm the appointment 

 

• provide a fair and consistent framework for dealing with situations where an appointee has not 
wilfully or deliberately fallen short of required performance standards 

 

• assist the appointee to develop their career in a manner which is both personally satisfying and 
consistent with the needs and goals of the institution 

 
It is important for managers to address performance issues at an early stage; delaying or doing nothing 

will only exacerbate the situation.  Most people want to perform their job well and welcome timely and ap-

propriate help, support and guidance in achieving their objectives.   

 

2. SCOPE 
 

This policy sets out the procedures for carrying out probationary reviews for Support Staff, Academic 

(Teaching) and Senior Staff and Managers, including the process for dealing with unsatisfactory perfor-

mance. 

These procedures apply to all new appointees, whether employed on a full or part-time basis, on a per-

manent or fixed-term contract which exceeds one year’s duration.  

Existing members of staff who are appointed internally to a new role at the University of Suffolk  would 

not normally be expected to complete a further period of probationary employment.  However, managers 

should agree a development plan to support their induction to their new role. 

Support Staff in grades 1-6 (inclusive) are required to complete a 6 month probationary period, with 2 re-

view meetings (refer to Section 13 for probationary guidance for Support Staff) 

Academic (Teaching) Staff and Senior Staff & Managers (grade 7 &above) are required to complete a 12 

month probationary period, with 3 review meetings (refer to Section 13 for probationary guidance).  

Issues relating to conduct during an employee’s probationary period will be managed in line with the Guidance 

for Managing Probation. Issues relating to absence at work will be managed in line with the Absence Manage-

ment Policy. Issues relating to performance will be managed in line with the Managing Capability Policy. Issues 

relating to relating to conduct in all work- and work-related settings will be managed in line with the Disciplinary 

Policy. 

 

3. INDUCTION 
 

It is the manager’s responsibility to ensure that new appointees are fully inducted into their roles and they 

understand how their role fits within their team and the University.  Before the new appointee commences 
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employment, managers will receive information from People & Organisational Development (POD) con-

firming induction details, including: 

• The date the new appointee has been booked to attend an POD induction. 

• Probation review dates and relevant forms to be completed. 

• A copy of the new appointee’s job description. 

• Health and Safety checklist. 

• The date and time the new appointee has been booked to attend the Colleague Induction 
programme. Managers are requested to facilitate attendance.  In instances where attendance 
cannot be facilitated, managers should liaise with People & Organisational Development to agree 
an alternative date 
 

Within the first month of employment it is important to set clear and achievable objectives for the proba-

tionary period. For support staff these objectives should be recorded within the Development Plan. Aca-

demic Staff and Senior Staff and Managers are required to demonstrate a level of competence on a num-

ber of generic probationary standards. In addition to these generic objectives, specific objectives relating 

to the role may be set. This process will enable the new appointee to have a full understanding of what is 

expected of them to assess whether they have achieved the required standard of performance. 

As part of the induction process, the manager should also discuss the appointee’s training needs with 

them and book them onto any appropriate training courses. Line Managers should be mindful of any as-

sessment deadlines associated with any training and development courses when allocating workload.  

In the event of new members of staff undertaking the PGCAP, a meeting with the member of staff, line 

manager and CELT will be held to discuss the provision of the programme, identify the support needed 

including the allocation of time and workload particularly around assessment deadlines. 

Details of the Corporate and Management Development Programmes are available in the People & Or-

ganisational Development section on the staff intranet;.   

To assist managers with the induction processes, a checklist and guide is also on MySuffolk. 

 

4. MENTOR PROGRAMMES/BUDDY ARRANGEMENTS 
 

During the induction and probation stage, managers should explore with the new appointee the need for 

a mentor. Mentors will normally occupy a similar type of role to that of the new appointee, ensuring that 

the sharing of knowledge and experience is as relevant as possible. Mentors will usually be assigned 

from another area of the organisation in order that the mentor/mentee relationship can develop without 

prejudice, enabling the new appointee to freely share any issues with someone not within their depart-

ment or School. Mentors are established on a case by case basis and managers should liaise with their 

People Business Partner to initiate the process.  

Alternatively, or indeed as well as, it is recommended that managers informally use a ‘buddy’ system, 

whereby they engage an existing member of staff within the school/department to support the new ap-

pointee during the first few months of their employment. Where possible the ‘buddy’ should be of a similar 

grade with similar responsibilities. 

Further information about mentoring available at the University of Suffolk can be obtained from the POD 

Team.  
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5. DEVELOPMENT PLAN 
 

The Development Plan is a tool which should be used to record key objectives and training and develop-

ment arrangements. Created during the induction stage and used during the probationary period, this 

plan should be seen as a working document which will later form part of the Appraisal process, providing 

continuity of objectives, some of which may be medium to long term.  

The probationary period may identify areas of work which the new appointee may not yet be undertaking 

to the required standard.  The Development Plan can be used to set objectives in relation to their areas of 

work and behaviours. The Development Plan may be used to provide clear guidance in order to help the 

new appointee achieve the required standard, and identify any potential training requirements or other 

support to ensure the new appointee has been given the necessary support to achieve the objective.   

 

6. PROCEDURE 
 

The requirement to satisfactorily complete a probation period will be specified when an offer of employ-

ment is made and confirmed in the written contract of employment.   

For Support Staff (grades 1-6), probationary reviews are as follows: 

• After 9 weeks of completed service 

• After 20 weeks of completed service 
 

For Academic (Teaching) Staff and Senior Staff & Managers (grade 7 and above), probationary reviews 

are as follows: 

• After 12 weeks of completed service 

• After 27 weeks of completed service 

• After 42 weeks of completed service 
 

Line Managers are responsible for ensuring that timely reviews are held and that review forms are com-

pleted and forwarded to People & Organisational Development without delay.   

Line managers are responsible for arranging the probation review meetings. These meetings should be 

held on or as near as possible to the review dates provided by People & Organisational Development. It 

is advisable that these meetings are arranged upon the appointee’s start date to ensure reviews are car-

ried out in good time. Managers are advised to deal with unsatisfactory performance as it arises and not 

wait for probation reviews to address such matters.    

 

7.  REVIEW MEETINGS 

Review meetings provide an opportunity to discuss and record the appointee’s progress during and to-

wards the end of their probation period.  Such meetings are a two-way process, during which managers 

must: 

• Ensure the appointee is aware of the required standards and how their own performance 
compares  

• Listen to the appointee’s views 

• Try to give balanced feedback reflecting positives as well as negatives 

• Ensure appropriate training and supervision is in place to support the appointee 

• Ensure reasonable adjustments are made to support staff with disabilities, see section below for 
more details. 

• Consider what steps may reasonably be taken to help staff manage work/life demands  

https://intranet.uos.ac.uk/staff-information
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Where areas of improvement are required managers should discuss the issues of concern, giving exam-

ples and providing clear guidance about the required standard. This should be recorded in the relevant 

section within the Development Plan. 

 

8. REASONABLE ADJUSTMENTS 
 

While disability is in no way routinely associated with performance problems, managers must consider 

the possibility that under-performance is the result of a disability.  If this is the case, there is a statutory 

duty to make reasonable adjustments to the working arrangements to help reduce any disadvantage the 

appointee might otherwise experience.  For example, it may be reasonable to provide specialist equip-

ment to assist the appointee or to re-organise work allocation within a team.  Managers should liaise with 

their People Business Partner for advice. 

 

9. EXTENSION TO PROBATIONARY PERIOD 
 

If, as the probation period progresses, there is limited or no progress towards the required performance 

standard, the manager should seek the support of their People Business Partner. In exceptional circum-

stances probationary periods may be extended by a period of up to three months, subject to the agree-

ment of the Director of People & Organisational Development. In the event of meetings to discuss the 

possible extension of a probation period, appointees may be accompanied by a representative (work col-

league or trade union representative), if they wish. 

During an extension to probation period, managers should advise the new appointee of the necessary 

improvements required during the extended period and agree support and further training, as appropri-

ate.  Instructions should be recorded within an updated development plan which clearly details the stand-

ards required. During the extended period the People Business Partner already supporting the process 

will continue to assist the manager and appointee during this part of the process. 

 

10.  DISMISSAL 
 

The University has the right to terminate the contract of an employee at any time during the probationary 

period. Employees whose contracts are terminated during the probationary period will be entitled to their 

contractual notice. 

Dismissal on the grounds of unsatisfactory performance during a probationary period will not usually be 

an outcome until and unless sufficient clear guidance has been given to the new appointee regarding the 

areas of improvement required, and support, guidance and training has been provided, as appropriate.  

Dismissal will also not usually occur unless the new appointee has been given a reasonable period to 

make the necessary improvements.   

Reasons for dismissal may include the following (however this list is not exhaustive): 
 

• Inability to maintain an acceptable attendance record 

• Failure to comply with organisational policies and procedures as directed by management 

• Performance in the role is not satisfactory e.g. employee fails to display the key attributes and com-
petencies required in the role or does not display appropriate behaviours 

• If the employee fails consistently to deliver work against pre-agreed targets 

• Failure to complete mandatory training 
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If dismissal is a possible outcome of any meeting, the new appointee must be notified in writing of this 

possibility in advance of the meeting.  Appointees may be accompanied by a representative (work col-

league or trade union representative) if they wish. 

Managers considering dismissal on grounds of unsatisfactory performance during a probationary period 

must consult with their People Business Partner prior to dismissal. 

Your People Business Partner will write to the new appointee to confirm dismissal and appeal rights, see 

below. 

 

11.  APPEAL 
 

Following dismissal, the new appointee has a right to appeal.  Appeals should be made in writing to the 

Director of People & Organisational Development within 10 calendar days from the date of their dismissal 

letter.    

Appeals will usually be heard by a panel comprising three senior members of University staff, including 

the line manager’s manager, Head of People or a Senior People Business Partner and one other man-

ager. The appointee may be accompanied at the meeting by a trade union representative or work col-

league. 

Following the meeting, People & Organisational Development will write to the new appointee confirming 

the decision regarding their appeal.  The outcome of an appeal might be: - 

• The decision to dismiss has been upheld  

• The decision to reinstate the appointee with the condition of making the necessary improvements 
required within a reasonable specified period.  Failure to make these improvements would result 
in dismissal. 

 

12. PROBATION PROCEDURAL GUIDANCE: SUPPORT STAFF (Grades 1-6) 

Probation Review Meetings 

At the review meetings the following key areas should be discussed:- 

1) General Conduct 
i) Time Keeping 
ii) Attendance 
iii) Commitment 

 

2) Performance 
i) Quality of work 
ii) Output and accuracy of work 
iii) Working relationships 
iv) Achievement of objectives 
v) Impact on others 
vi) Successful completion of all mandatory training within first the 8 weeks of 

appointment 
 

Training and development including other support should also be considered and agreements recorded 

on the probationary review form and Development Plan as necessary.  
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First Review: 9 weeks 

At the meeting line managers should review performance and conduct as outlined above.  Additional 

training and support should be identified and recorded on the first probation review form – PR1, as appro-

priate. This form should be forwarded to People & Organisational Development as soon as possible.   

At the end of the review form line managers will be required to choose one of the following recommenda-

tions: - 

A)  That the performance is satisfactory.  As a result the probation period should continue.  

 

B)   That the performance is satisfactory, however there are areas of improvement required. 
 

C) That the required standard has not been achieved yet and a plan for improvement has been 
agreed. 

 
In B and C managers should update the Development Plan with the new appointee completing the sec-

tion ‘Areas for Development’ to record the required standards and the actions agreed to meet these 

standards.  It should also record additional training and support agreed to assist the new appointee as 

appropriate.  Managers should attach a copy of the plan to the probation form forwarding both forms to 

People & Organisational Development.   

Final Review: 20 weeks 

The final review meeting shall be held on or as near to when the new appointee has completed 20 weeks 

of service.  It is essential that the review is held in good time, particularly if the manager has concerns 

regarding the new appointee’s performance.    

Following the meeting the line manager should complete the final probation form - PR3 and forward this 

to People & Organisational Development. At the end of the report the line manager is required to choose 

from one of the following recommendations: - 

A) that the performance is satisfactory and recommends the appointment is confirmed. 

B) that the performance is not yet satisfactory – further support agreed.  Recommend exten-

sion to probationary period (see Section 9). 

C) that the performance is not satisfactory - a further review is unlikely to lead to any sub-

stantial improvement and the decision should be taken to not confirm appointment (see 

dismissal procedures – Section 10). 

In A, People & Organisational Development will write to the new appointee and confirm their permanent 

appointment.  Managers are required to continue performance reviews in accordance with the Appraisal 

Scheme. 

In B and C, should managers have concerns regarding the new appointee’s performance they are ad-

vised to discuss their concerns with their People Business Partner before the review meeting. Appointees 

may be accompanied by a representative (work colleague or trade union representative) if they wish. 

 

13. PROBATION PROCEDURAL GUIDANCE: ACADEMIC (TEACHING) STAFF and SENIOR STAFF 

& MANAGERS (GRADE 7 AND ABOVE) 

13.1  Introduction 

At the review meetings the following key areas should be discussed:-: 

https://intranet.uos.ac.uk/staff-information
https://intranet.uos.ac.uk/staff-information
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1)  General Conduct 

i)         Time Keeping 

ii)       Attendance 

iii)        Commitment 

2)   Performance 

i)     Quality of work 

ii)        Output and accuracy of work 

iii)     Working relationships 

iv)       Achievement of objectives 

v)     Impact on others 

vi)     Successful completion of all mandatory training (completed within first 8 weeks of  

appointment. 

     3)   For Academic (Teaching) Staff and Academic Managers only: 

      i)        Teaching & Learning (including observation) 

ii)        Research & Scholarly Activity 

iii)       HE Teaching qualification or equivalent experience 

 

In each section, managers must review the new appointee’s performance in relation to the elements set 

out above. Space is provided for comments, which should include details where development is required. 

Managers should use the Development Plan to provide clear guidance in order to help the new appointee 

achieve the required standard, and identify any training requirements as required to ensure the new ap-

pointee has been given the necessary support to achieve the objective. 

All newly appointed academic staff who do not hold a teaching qualification in HE or have equivalent ex-

perience, will be required to undertake the Postgraduate Certificate in Academic Practice (PGCAP) or 

suitable alternative.  The core module (at least) to be undertaken as part of their probation. 

Line Managers are reminded to be mindful of the assessment deadlines for this programme when 

timetabling workload. 

Managers are advised to undertake two teaching observations within the probationary period in order to 

be able to accurately assess the new appointee’s performance, especially in relation to teaching practice.  

13.2 Procedure 

Academic (teaching) staff and Senior Staff and Managers (Grade 7 and above) are required to complete 

a 12 month probation period with reviews after 12 weeks, 27 weeks and 42 weeks.   

First Review: between weeks 12-15: 

Managers should assess the new appointee’s performance using Form PR1. At the end of the 12 week 

review period managers will be required to choose one of the following recommendations: 

A)  That the performance is satisfactory. As a result the probation period should continue.  

B)   That the performance is satisfactory, however there are areas of development required. 
 

https://intranet.uos.ac.uk/staff-information
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C) That the required standard has not yet been achieved and a plan for development has been 
agreed. 

 
In B and C managers should update the Development Plan with the new appointee completing the sec-

tion ‘Areas for Development’ to record the required standards and the actions agreed to meet these 

standards. It should also record additional training and support agreed to assist the new appointee as ap-

propriate. Managers should attach a copy of the plan to the probation form forwarding both forms to Peo-

ple & Organisational Development. 

Second Review: between weeks 27-30: 

Managers should use Form PR2. Managers will be asked to choose one of the following recommenda-

tions: 

A)  That the performance is satisfactory.  As a result the probation period should continue.  

B)   That the performance is satisfactory, however there are areas of development required. 
  

C) That the required standard has not yet been achieved and a plan for development has been 
agreed. 

 
D) That the performance is not yet satisfactory and is not likely to meet the required standards.  A 

further review is unlikely to lead to any substantial improvement with additional training and 
support and the decision should be taken to not confirm appointment 

 
In B and C managers should update the Development Plan with the new appointee completing the sec-

tion ‘Areas for Development’ to record the required standards and the actions agreed to meet these 

standards.  If development actions are already in place following the 12 week review and no significant 

progress is evident, the manager may wish to contact People & Organisational Development for advice. 

At the 26 week review managers may have concerns about new appointees who are categorised as ‘C’ 

and may wish to seek advice from their People Business Partner.   

Outcome D will only occur in exceptional cases and managers must engage their People Business Part-

ner’s support prior to pursuing this option. 

Final Review: between weeks 42-45 

Form PR3 should be used to complete the final review.  Managers will be asked to choose one of the fol-

lowing recommendations: 

A) that the performance is satisfactory and recommends the appointment is     
confirmed 

B) that the performance is not yet satisfactory – further support agreed.  Recommend exten-

sion to probationary period (see Section 9) 

C) that the performance is not satisfactory - a further review is unlikely to lead to any sub-

stantial improvement and the decision should be taken to not confirm appointment (see 

dismissal procedures – Section 10)  

If the outcome is that performance is satisfactory, then the probation period is deemed as successfully 

completed. Managers should incorporate the new appointee’s Development Plan, complete with objec-

tives, into the Appraisal process. 

In B and C, managers are advised to discuss their concerns about the appointee’s performance with their 

People Business Partner before the review meeting. Appointees may be accompanied by a representa-

tive (work colleague or trade union representative) if they wish. 

Equality Impact Assessment 

https://intranet.uos.ac.uk/staff-information
https://intranet.uos.ac.uk/staff-information
https://ccucsac.sharepoint.com/:b:/s/EqualityImpactAssessments1/EdlTsxDYUQ9KlB_lusopGnQBGFYgH5p86uYH4ewr2Jcyzg?e=AaRRhv

