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1. Purpose  
 
1.1 This policy is intended to provide:  

• a structured explanation of the required standards of Big Creative Academy and set 
objectives for the probationary period  

• a structured probationary period for all new employees to introduce them to the main 
duties and responsibilities of their post and to allow the opportunity for both the individual 
and the line manager to objectively assess whether or not the employee is suitable for the 
role  

• in the case of staff undertaking teaching, supporting a structured training programme for 
the role within the probationary period  

• a framework for addressing any concerns, offering support and training to address 
perceived unsatisfactory performance or conduct at an early stage  

• a process to end employment fairly and consistently across all staffing groups during, or 
at the end of, the probationary period, at a point where it becomes clear that no further 
training or support would allow the employee to reach the required standards.  

 
 
2. Scope 
  
2.1  This policy relates to all new employees of Big Creative Academy, including those on part-

time (fractional) and fixed-term contracts.  
 
2.2  All new employees of Big Creative Academy will undergo a probationary period as outlined in 

this policy. In some circumstances however, a reduced or extended probationary period may 
be appropriate. Any amendments to probationary requirements will be at the discretion of the 
senior management team and the Principal.  

 
2.3  If an employee moves to a new role within the Academy, after s/he has previously completed 
a probationary period, s/he will not have to complete another probationary period but should 
receive a thorough induction and be set objectives towards the standard appraisal, review and 
development scheme. Please see the Academy’s Appraisal Policy and Staff Development Policy. 

This policy links to and should be read in conjunction with the following policies: 
• Appraisal Policy 
• Staff Development Policy 
• Grievance Policy and Procedure 
• Disciplinary Policy and Procedure 
• Sickness and Absence Policy 
• Staff Induction Policy 
• Lesson Observation Policy 

 



2.4  Following successful completion of a probationary period any concerns, unsatisfactory 
performance, misconduct or sickness or other absence will be dealt with under the relevant 
Academy policy, e.g. Grievance Policy and Procedure, Disciplinary Policy and Procedure or 
Sickness and Absence Policy.  

 
 
3. Policy 
 
3.1  Big Creative Academy operates a fair and rigorous recruitment and selection process which aims 

to attract and employ the best. The aim of this Probation Policy (in conjunction with the Staff 
Induction Policy) is to ensure that from an individual’s first day at the Academy, the necessary 
information and support is provided to enable successful and continuing employment. In order to 
do this it sets out obligations and milestones for both manager and employee.  

 
3.2  It is the expectation of Big Creative Academy that the majority of new starters will successfully 

complete their probationary period, however in the rare circumstances this is not possible, the 
processes to be followed are also outlined in this policy.  

 
 
4. Probationary periods  
 
4.1 The length of an employee’s probationary period is defined by their job role/grade as follows: 
 

Job Role/Grade  Probationary Period 
  

Senior Management  6 months 
Teaching  6 months 
Business Support 3 months 

 

4.2  For employees with a fixed term contract or funding end date shorter than the length of the 
relevant probationary period, the normal probation process will be followed for the duration of 
employment. If employment is subsequently extended, the probation period will be extended up 
to the standard period.  

 
 
5. Professional Qualifications  
 
5.1  Teaching is recognised as an essential function at Big Creative Academy and it is expected that 

all teaching staff will undertake appropriate professional development and training in teaching 
methodology and practice.  

 
5.2  Employees who require other professional qualifications in order to fulfil their role it is expected 

that they will undertake the appropriate development and training in discussion with their line 
manager.   

 
 
6. Management responsibilities  
 
6.1  The responsibility for monitoring and managing probationary periods lies with the Senior 

Management Team and with those to whom the day-to-day supervision of employees is 
delegated.  

 



6.2  The line manager will be responsible for explaining the performance standards required of the 
new employee and service standards relating to their area of work. This includes but is not limited 
to:  

• expectations of teaching, professional excellence and behavioural standards as 
appropriate  

• quality and quantity of output 
• skills that must be acquired or developed 
• protocols that must be learnt 
• deadlines which must be met and how any changes to deadlines will be communicated 
• working relationships/networks to be developed with other staff, students, external 

contacts, etc.  
 
6.3  The line manager must make clear how these standards will be monitored throughout the 

probationary period and set appropriate objectives. Guidance on setting objectives can be found 
at Appendix A. 

 
6.4  To support the development of teaching staff, the manager will arrange observation sessions of 

their teaching. Observation should cover a variety of student learning situations and sufficient 
time should be allowed soon afterwards to give constructive and confidential feedback. Please 
see the Lesson Observation Policy for details. 

 
6.5  If an employee moves to a different role at Big Creative Academy during their probationary 

period, the manager may need to set new objectives that reflect the change in role. If the new 
role is very different, or in a different department, the decision may be taken to extend the 
probationary period to allow sufficient time for both parties to objectively assess the employee’s 
suitability.  

 
 
7. Meetings  
 
7.1  It is expected that line managers will hold regular one-to-one meetings with all new employees, to 

provide information, support them in their new role, set standards, provide feedback on 
performance and progress and to address any concerns from the employee. These meetings 
should be held as frequently as deemed necessary but no less than once a month.  

 
7.2  In addition to one-to-one meetings, two or three formal probationary meetings are to be held at 

the following intervals:  
 

• First meeting: After the first six weeks of employment  
• Second meeting: After the first three months of employment (final meeting for business 

support staff) 
• Final meeting: At least 4 weeks before the date on which the probationary period ends  

 
7.3  The Senior Management Team are responsible for ensuring these meetings are held in a timely 

manner and will remind line managers of their requirements to complete these formal meetings. It 
is wise for the employee and manager to agree the date for the next meeting at the same time as 
agreeing objectives to be met by that date.  

 
7.4  A formal probationary meeting may be held sooner if there is clear evidence that the employee’s 

performance or conduct is not meeting the required standards. It is at the Principal’s discretion 
whether appropriate support measures will address failings or whether employment should be 
terminated.  

 
7.5  A clear record must be made of each formal meeting and kept on the employee’s HR file.   



8.End of probationary period  
 
8.1  At the end of the final probationary meeting the employee will be notified that:  
 

a) they have successfully completed their probationary period; or,  
b) their probationary period is being extended; the reasons why, the length of the extension, any 

support/training to be provided and any improvements that are required; or,  
c) they have not satisfactorily completed their probationary period and their employment will be 

ended, following the required period of notice.  
 
 
9. Successful completion of probationary period  
 
9.1  Once an employee has successfully completed their probationary period, a letter will be sent to 

the employee confirming this.  
 
9.2  Following successful completion of the probationary period an employee will be managed through 

one-to-one meetings, will be set new or continuing objectives, and be annually appraised (see 
Appraisal Policy).  

 
 
10. Extension of probationary period  
 
10.1 A probationary period may be extended in the following circumstances:  

• There are concerns about an employee’s performance, behaviour or conduct, where it is 
believed these can be addressed during the extended period.  

• The employee has had a significant amount of time away from work (e.g. on maternity, 
adoption or shared parental leave or sickness absence) and has therefore been unable to 
demonstrate competence in certain areas.  

 
10.2 Further information about extending a probationary period can be found at Appendix B.  
 
 
11. Non-completion of probationary period - ending employment  
 
11.1  If, during an employee’s probationary period, it is suspected that the employee provided 

inaccurate or misleading information during the recruitment process, this will be discussed with 
the individual and, if established, employment may be ended.  

 
11.2  If, at any time during the probationary period, an employee’s performance or conduct is deemed 

to be unsatisfactory or they have not completed professional training or a required qualification, 
employment may be ended. This possibility is provided the individual has received sufficient 
support from their line manager and the correct procedures have been followed. Further 
information is available at Appendix C.  

 
11.3  An employee whose employment ends due to non-completion of probationary period has the 

right of Appeal against this decision. The appeal process is contained within the guidance on 
Ending a Probationary Period (see Appendix C).  

 
 
12. Notice periods during the probationary period  
 
12.1  During the probationary period, the notice period is one month for all employees unless stated 

otherwise in individual contracts.   
  



Appendix A: Setting Objectives  
 
 
What is an objective?  
 
1.  The process of setting and agreeing objectives during the probationary period is important to 

ensure that expectations are clear, fair and consistent. The new employee should understand what 
is expected of them and the behaviours required, as well as how this will be measured. Managers 
should be aware of the employee’s personal circumstances and training needs, and consider these 
when setting achievable objectives.  

 
2. It is necessary to differentiate between goals and objectives.  
 

• Goals refer to aspirations, purpose and vision. They may be long-term and may involve 
others’ actions, which are outside the individual’s direct sphere of influence or control.  

• Objectives are potential attainments of the individual that can be realistically achieved by 
them by following a certain number of steps. These should be SMART.  

 
3. Objectives should focus on identifiable outcomes – what will achievement of the objective look like? 

They may relate to key performance indicators (KPIs) or Service Level Agreements (SLAs).  
 
 
Where should the objectives come from?  
 
4.  In probation, the principal objectives, including behavioural standards, will normally be based on 

the core duties of the job description used to define the post for appointment purposes. Additional 
objectives, based on changing needs or personal objectives may be agreed with the employee.  

 
5.  Consideration of how equality and diversity matters can be promoted within the role should also be 

embedded within the objectives.  
 
 
SMART  
 
6. Probationary objectives should be based on the SMART acronym: 
 
S  M  A  R  T  
Specific  Measureable  Achievable 

(and agreed)  
Relevant  Time specific  

What exactly 
needs to be 
done, with, or 
for whom?  

Is it 
measurable 
and can the 
employee and 
manager 
measure it?  

Can it be 
achieved in 
the timeframe 
set, with the 
resources 
available?  
Is there 
support 
(managerially/ 
politically) for 
it to be done?  

Will this 
objective lead 
to the end 
goal, i.e. 
confirmation 
of a good 
recruitment 
decision?  

When will this 
be 
accomplished 
/completed?  

 
7.  Objectives should be kept under review. Where circumstances change (e.g. revised Academy 

priorities) you should revisit the objective to see if it is still relevant and achievable within the 
timescales. If it is not, it should be updated, removed or replaced, as appropriate. 



Appendix B: Extension of probationary period 
  
1. A probationary period may be extended in the following circumstances:  
 

• The manager has concerns about an employee’s performance, behaviour or conduct but there 
is a strong expectation that, with more time and support, problems that have been identified 
can be overcome  

• The employee has had a significant amount of time away from work (for example, on sick 
leave or maternity etc. leave) and has therefore been unable to demonstrate competence in 
certain areas.  

• Following an appeal against dismissal on the grounds of unsatisfactory completion of 
probationary period, the sanction of dismissal is reduced to give the employee further time to 
achieve the required level of performance.  

 
2. The decision to extend an employee’s probationary period may only be taken providing the 

following have been met:  
 

• Throughout the probationary process, the new employee must be given the support and any 
training required to become an effective member of staff.  

• If, at any time during the probationary period, an employee’s performance, conduct or 
attendance is deemed to be unsatisfactory, or they are not on track to complete any 
professional training or a required qualification, a prompt meeting must be held with them to 
discuss this.  

• It is expected that further regular meetings will be held to monitor progress towards realistic 
targets and if necessary individuals are offered training, coaching and/or supervision to 
address problem areas.  

• Concerns must have been discussed with the employee and appropriate support put in place, 
prior to the point at which they are informed their probationary period is being extended.  

 
3.  Only two extensions to the probationary period will be permitted and this will be for no longer than  

six months in total. The six months may commence from the date the employee returns to work, 
where it relates to a long-term absence (e.g. if they were on up to 12 months’ maternity leave).  

 
4.  When a probationary period is extended, the employee must receive written notification of this 

from their line manager. The notification will advise the employee of the improvements required, 
standards to be met and/or training which must be completed, along with the timescale. It will also 
advise that failure to meet these will result in the non-completion of probationary period and 
therefore termination of employment.  



Appendix C: Ending a probationary period and the appeal process 
 
1. Throughout the probationary process, the new employee must be given the support and training 

required to become an effective member of staff.  
 
 
2. If, at any time during the probationary period, an employee’s performance, conduct or attendance 

is deemed to be unsatisfactory, or they are not on track to complete any professional training or a 
required qualification, a prompt meeting must be held with them to discuss this.  

 

3. It is expected that further regular meetings will be held to monitor progress towards realistic 
targets and if necessary individuals are offered training, coaching and/or supervision to address 
problem areas.  

 

4. It is expected that proactive management in this way will enable the necessary improvements to 
be made within the required timeframe. However, where it becomes clear that no further training 
or support would allow the employee to reach the required standards, employment may be 
ended.  

 

5. If, during the course of an employee’s probationary period, it is suspected or established that the 
individual provided inaccurate or misleading information during the recruitment process, this may 
be considered a sufficient reason to end their employment.  

 

6. Before any decision is taken, the employee will be invited to a hearing to discuss their continuing 
employment. The employee will be entitled to be accompanied by a workplace colleague or trade 
union representative if they wish and will be given full opportunity to state their case. Full minutes 
of the hearing will be taken. 

 

7. When the decision is taken to end employment, the required period of notice will be given. If the 
manager decides it unnecessary for the employee to work through some or all of the notice 
period, pay in lieu may be offered instead.  

 

8. If an incident during the probationary period is so serious that it is considered to potentially be 
gross misconduct, this may lead to summary dismissal without notice. In such circumstances a 
hearing will be convened as above.  

 

Appeals  
 
9.  An employee has the right to appeal against dismissal on the grounds that they have not 

completed their probationary period satisfactorily, including for one or more of the following 
reasons:  

• The procedure - a failure to follow procedure had a material effect on the decision  
• The decision - the evidence did not support the conclusion reached  
• The penalty - was too severe given the circumstances of the case  

 
10.  An employee wishing to appeal should submit notice in writing, to the PA to the Principal.  
 
11.  The employee must be specific about the grounds of appeal as these will form the agenda for the 

hearing.  



12.  An appeal must be submitted within 5 working days of the employee’s receipt of the formal letter 
confirming that they are to be dismissed for failing to complete satisfactorily their probationary 
period. The decision to dismiss the employee will be unchanged unless and until it is modified as 
a result of the appeal.  

 
13.  Arrangements will be made for appeals to be heard as soon as reasonably practicable. 
 
14.  If an appeal is to be heard there will be an Appeal Hearing. The employee will be given at least 

ten working days written notice of the date/time of the appeal hearing. 
 
15. Employees may bring a trade union representative to the hearing.  
 
16. Academy staff present at an Appeal Hearing include:  
 

a) An Academy Governor, who will act as Chair.  
b) An Academy senior manager who has not previously been involved with the case.  
c) The Principal  
d) A Personal Assistant (or equivalent) will take minutes of the Hearing.  

 
17. The panel may conclude the following outcomes:  
 

• The appeal is not upheld and the decision to dismiss the employee stands.  
• The Appeal Panel considered dismissal to be inappropriate, and the employee’s probationary 

period extended (see Appendix B).  
• The appeal is upheld and the decision to dismiss the employee will be cancelled. If this 

occurs, the employee shall be paid in full for the period from the date of dismissal (if there has 
been any gap between the effective date of termination and the date of the appeal hearing). 
Under such circumstances, continuity of service will be maintained.  

 
18. The employee will be informed in writing of the outcome of the appeal as soon as possible, 

usually within three working days of the Appeal Hearing.  
 


