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1. Introduction 

1.1 It is the Caledonia Group’s policy to operate probationary periods for new 
employees, and in some cases at the Group’s discretion in respect of 
employees who have been transferred or promoted into different posts. 

1.2 This policy is intended to allow both the employee and the employee's line 
manager to assess objectively whether or not the employee is suitable for the 
role. The Group believes that the use of probationary periods increases the 
likelihood that new employees will perform effectively in their employment. 

1.3 Line Managers (with the support of the People Team) are responsible under 
this policy for ensuring that all new employees are properly monitored during 
their probationary period. If any problems arise, the line manager should 
address these promptly. This will ensure that the employee is aware that some 
aspect of their performance or conduct is unsatisfactory and prevent the 
problem from escalating. 

2.  Length of Probation 

2.1 The Group’s standard period of probation is six months. 

2.2 This time period is provided in order to give both the Group partners and staff 
the ability to review performance in a structured manner.  Probation is only 
passed or not-passed, however, once a decision has been taken on behalf of 
the group.   That decision will be taken in accordance with the principles outlined 
in this policy.  A letter of confirmation of appointment shall be issued to the 
employee if probation is passed. 

 
3.  Terms of Employment During the Probationary Period 

3.1 During the probationary period, employees will be subject to all the terms and 
conditions of their contract of employment with the exception of those terms 
noted below. 

3.2 Except in the case of existing employees who have been transferred or 
promoted into different roles, the amount of notice that an employee must give 
to the relevant Group partner if they wish to resign, and the amount of notice 
that the Association must give to the employee of dismissal are different during 
probation. During probation, either party may terminate the employee's contract 
of employment by giving one week's notice, unless the employee's contract of 
employment stipulates a greater notice period. In the event that the Group 
partner decides to terminate the employee's employment, their employment will 
ordinarily come to an end immediately and the employee will in such 
circumstances receive pay in lieu of the notice period together with any 
outstanding holiday pay. 

3.3 Once the probationary period has been completed, the notice periods will be as 
defined in the employee's contract of employment. 

3.4 In the case of existing employees who have been transferred or promoted into 
different roles, the amount of notice that the employee must give to the Group 



partner if they wishes to resign, and the amount of notice the Group partner 
must give to the employee of dismissal will be as defined in the employee's 
contract of employment. 

4.  Line Managers' Responsibilities 

4.1 The line manager is responsible for ensuring the probationer has access to the 
support and learning that they may require in order to ensure they have the 
opportunity to succeed during their probationary period. The probationer must 
also be given an induction and made aware of what is expected of them in order 
to carry out their role to the required standard.  

4.2 Under this policy, the direct line manager is responsible for monitoring a new 
employee's performance.  

5.  Reviews During Probation 

5.1 The line manager should review and assess the employee's performance, 
capability and suitability for the role at or around the end of months 1, 3 and 6 
of employment, A clear record should be made of each review meeting utilising 
Appendix A. A copy of the record should be passed to the employee and the 
original forwarded the relevant HR Business Partner. 

5.2 During an employee's probation, the line manager should provide regular 
feedback to the employee about their performance and progress, and, should 
there be any problem areas, raise these with the employee as soon as possible 
with a view to resolving them.  

6.  Irregularities Discovered During the Probationary Period 

6.1 If, during an employee's probation, it is suspected or established that the 
employee does not have the qualifications, experience or knowledge that they 
claimed to have at the time of recruitment, the matter will be discussed with the 
employee to establish the facts. If the evidence suggests that the employee 
misrepresented their abilities in any way, the Group partner will terminate the 
employment; a decision will be taken whether or not to give one week's pay in 
lieu of notice depending on the circumstances. If the employee is an existing 
employee who has been transferred or promoted into a different role, the Group 
partner’s normal capability/dismissal procedure must be followed in full. 

7.   End of Probation and Confirmation of Employment 

7.1 Towards the end of the 6 month probationary period, the line manager should 
conduct a final review of the employee's performance and suitability for the job 
(Appendix B template). This will involve a meeting with the employee to discuss 
their performance and progress throughout the period of probation. The review 
must be conducted on or shortly before the date on which the employee's 
probationary period comes to an end and in the last month of the probation 
period (unless this has not been possible, in which case it should take place as 
soon as possible after the six month period). If the employee's performance is 
satisfactory, the line manager should notify the relevant HR Business Partner 
to issue a letter of confirmation of appointment to the employee. 

 



8.  Non-confirmation of Probation and Termination of Employment 

8.1 If the employee's performance has not met the standards required by the Group 
partner, the line manager should ordinarily discuss the matter with the relevant 
Operational Manager and/or Functional Director and HR Business Partner 
before any decision is made to terminate the employee's employment. 

8.2 If an employee's performance while on probation has been unsatisfactory and 
documented through the review process described in section 6.1, and it is 
thought very unlikely that further training or support would lead to a satisfactory 
level of improvement, the employment will be terminated towards or at the end 
of the period of probation. 

8.3 It is the Group’s policy to allow the employee to work to complete the designated 
six month period of probation rather than terminating employment long before 
the probation is to come to an end. This is to give the employee a good 
opportunity to meet the required standards.  

8.4 If, however, there is clear evidence prior to the end of the six month period of 
probation that suggests the employee is unsuitable for the role, the line 
manager should consult with the relevant functional Director and HR Business 
Partner with a view to terminating the employee's contract early. 

8.5 Where a decision is taken to terminate the employee's employment, the 
employee should ordinarily be interviewed and informed of the reason for the 
termination. 

8.6 Decisions to terminate employment due to unsuccessful completion of 
probation should ordinarily be ratified in line with the Group partner’s 
disciplinary/capability procedures, i.e. functional director or representatives of 
the committee where appropriate. The line manager must be able to provide 
evidence of performance reviews as referred to in this policy.  

8.7      The Group partner will write to the employee confirming the termination of 
employment and the reason for it.  

9. Appeals Against Non-confirmation of Probation 

9.1 The employee will be given an opportunity to appeal a decision to terminate 
their employment for unsuccessful completion of the probationary period. 

9.2 The appeal should be submitted within five working days of the employee 
receiving the written decision. The appeal must clearly state the grounds for 
appeal. 

 
9.3 Appeals can be made on the following grounds: 
  

 the procedure was unfair, and/or the correct procedure was not followed; 

 the decision was unfair or unreasonable because the evidence did not 
support the decision; 

 the action taken against the employee was too severe;  

 there is new evidence that was not available prior to the decision to 
terminate employment was made to support the employee's case. 



 
9.4 The appeal will be heard in line with the relevant Group partner’s disciplinary 

procedures. 
 
9.5 If an employee's employment is terminated after successful completion of the 

probationary period, or if the employee is an existing employee who has been 
transferred or promoted into a different role, the Group partner’s normal 
capability/dismissal procedure must be followed in full. 

 
10.  Extending the Probationary Period 

10.1 The Group partners reserve the right to extend an employee's period of 
probation at its discretion. This will ordinarily be limited to one extension. An 
extension should normally be no more than one to three months, however in 
exceptional cases the period of extension can be for six months. 

10.2 An extension may be implemented in circumstances where the employee's 
performance during probation has not been entirely satisfactory but it is thought 
likely that an extension to the probationary period may lead to an improvement, 
or where the employee or the line manager has been absent from the workplace 
for an extended period, or intermittently, during probation. 

10.3 Before extending an employee's probationary period, the line manager must 
consult with their Operational Manager and/or functional Director and HR 
Business Partner. If an extension to the probationary period is to be applied, 
the Group partner will intimate the terms of the extension in writing to the 
employee, including: 

 the length of the extension and the date on which the extended period of 

probation will end; 

 the reason for the extension and, if the reason is unsatisfactory 

performance, details of how and why performance has fallen short of the 

required standards; 

 the performance standards or objectives that the employee is required to 

achieve by the end of the extended period of probation; 

 any support, for example further training, that will be provided during the 

extended period of probation; and 

 a statement that, if the employee does not meet fully the required standards 

by the end of the extended period of probation, their employment will be 

terminated. 

10.4 The functional Director has the authority to make final decision on extensions 
to the probation period.  

 
 
 
 



11. Miscellaneous  
 

11.1 If a probation review meeting does not take place towards or at the end of the 
probation period, for example due to the employee being absent on sick leave 
or away from the business, probation shall not be completed and passed until 
such time as a probation review meeting has taken place, unless the 
association judges that a probation review meeting cannot take place in a 
reasonable time and in which case the Group partner can decide on the 
probation conclusion without a meeting.    

 
12. Review of Policy 
 
12.1 This policy will kept under review to ensure that is remains appropriate for 

business need. 
 
 
 

  



 
 Appendix A: Probationary Review Meeting Note 
 
  

Personal details  

Name:  

Department/location:  

Job title:  

Start date:  

Date of meeting:  

 

1. Probationary Plan Review – Tasks & Learning  

Task/Objective Current Status 
 

 
 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 

 
 
 

 

 

 
 
 

 

 

 
 
 

 

2. Performance Review - (including what has gone well; achievements; any 
issues impacting; any areas for improvement) 

 
 
 
 
 
 
 
 

 
 

 
 



3. Development Activities  

Development Needs  Actions 

 
 
 
 

 

New Development Activities Identified 

 
 
 
 

 

4. Personal Development Review (including progress and future 
development / progression) 

 
 
 
 
 
 
 

5. Overall progress 

 
 
 
 
 

 

Signed:                                                           (Line Manager) 
 
Signed:                                                            (Employee) 
 
Date: 

 
 

 
  



 Appendix B: Six Month Probationary Review Meeting Note 
 

  

Personal details  

Name:  

Department/location:  

Job title:  

Start date:  

Date of meeting:  

 

1. Overall Performance  
 

 
 
 

 
 
 

 
 
 

2. Recommended decision 

Approve  

Extend  

Terminate  

3. Reason for Decision  

 

 
 
 

Period of Extension (If required) 
 

 
 



4. Any further development needs identified 

 
 
 
 
 
 
 

 

 
Signed:                                                           (Line Manager) 
 
Signed:                                                            (Employee) 
 
Date: 

 
 

Comments by Director (or Representative of Committee if appropriate) 

 
 
 
 
 

 

 
Signed:                                                           (Director) 
 
Date: 

 

Action by HR Department 

 
 
 
 
 

 

 
Signed:                                                           (HR) 
 
Date: 

 


