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CYRIL JACKSON PRIMARY SCHOOL 

SUPPORT STAFF PROBABTION PROCEDURE  

VISION: 

Cyril Jackson is a safe and stimulating environment where children encounter 
challenging and creative learning experiences 

Each member of the school community is motivated to be a life-long learner. 

We will equip everyone with the skills to achieve their full potential in a climate of 
mutual respect and personal responsibility. 

STATEMENT OF AIMS: 

To provide a supportive, stimulating environment in which each child is enabled and 
encouraged to attain the highest standard of achievement of which he or she is 
capable. 
To ensure that the curriculum is broad and well balanced following all subjects in 
the National Curriculum. 

To value each individual’s contribution irrespective of race, gender, religion or 
ability. 

To encourage children to be aware of their behaviour and how it affects other 
people. 

To recognise that children have a variety of special needs and endeavour to 
provide appropriately for the needs of individuals. 

To ensure that the curriculum reflects the richness of our multi-cultural society. 

To foster and build on relationships with parents, governors and the wider 
community. 

To provide a planned process of staff development. 
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DIRECTORATE OF EDUCATION 
PROBATION PROCEDURE FOR SUPPORT STAFF IN SCHOOLS 

(March 2006) 
 

 
 
1 INTRODUCTION 

 
1.1 This procedure applies to all new support staff employed by schools 

under the control of Governing Bodies regardless of their permanent, 
fixed-term, full- or part-time status.  This includes employees who have 
continuous service for purposes of redundancy1, as well as those that 
have previously worked for the London Borough of Tower Hamlets but 
do not have continuity of service. 

 
1.2 The procedure does not apply to teaching staff, who are subject to a 

separate procedure2. 
 
1.3 The probation period is for six months (and may, in certain 

circumstances, be extended by up to 10 weeks). 
 
1.4 This is an agreed procedure, which takes into account the School 

Staffing   (England)  Regulations  2003  and  the  statutory  minimum 
dismissal and  disciplinary procedures introduced by the Employment 
Act 2002.  The aforementioned Regulations gave increased powers to 
Governing Bodies to delegate their powers, including those to dismiss 
staff, to Headteachers.  This procedure assumes such delegation has 
been conferred. 

 

 
 
2 Aims Of The Procedure 

 

 
2.1 The probation period is in effect a ‘trial period’, its purpose being to 

enable an assessment to be made regarding an employee’s suitability 
for the job for which they have been employed. 

 
2.2 The procedure provides a consistent and fair framework for: 

 
• monitoring and reviewing the performance of new staff in 

relation to: 
- Quality of work 
- Attitudes and motivation 
- Conduct and Attendance 

 
 

1  Continuous service is defined as unbroken service gained with any employer covered by the 
Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) 
Order 1999. 
2  The Induction Support Programme For Newly Qualified Teachers (DfES, August 2003) 
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- Compliance  with  all  policies  and  procedures 
particularly those relating to safeguarding and 
promoting  the welfare  of children  and  young 
people 

- Health and safety 
• providing formal feedback and opportunity for discussion 
• dealing with inadequate performance, and staff misconduct 

issues 
 
2.3 Staff who are within their probation period are not subject to the formal 

capability,   sickness  management  and  disciplinary  procedures. If 
issues of conduct, sickness and/or poor performance arise during the 
probation period, the  probation procedure (or where appropriate the 
associated guidance for dealing with disciplinary issues during 
probation – see below) should be used to address such matters. 

 
3 EQUALITIES CONSIDERATIONS 

 
3.1 Equalities implications will inevitably  be involved whenever an 

employment  procedure  is  applied. Application  of  the  Probation 
Procedure for Support Staff in Schools has particular implications for 
the diverse  workforce employed by Tower Hamlets LEA. In order to 
monitor the impact of the procedure on minority groups, including any 
disproportionate impact that may  result,  dismissals within schools – 
including those within the probation period –  will be monitored and 
analysed by race, gender, disability and age.  Whilst it is not currently 
possible to monitor by sexual orientation and religion, the LEA reserves 
the right to request such information from employees (to be provided 
on a voluntary  basis) to assist in their analysis of the impact of this 
procedure. 

 
4 THE PROCEDURE 

 
4.1 The  line  manager  should  conduct  a  total  of  3  formal  probationary 

reviews with a new member of staff: 
 

• Upon completion of 6 weeks’ service with the school 
• Upon completion of 12 weeks’ service, and 
• Upon completion of 18 weeks’ service. 

 
4.2 These reviews should take the form of a confidential meeting between 

the line manager and member of staff, in which there is opportunity for 
two-way  discussion. It  is  essential  that  the  above  timescales  are 
complied with so that the  appropriate  notice period can be served 
where a decision is made to dismiss at the end of the probation period. 

 
(a) The First Review 

 
The purpose of this meeting is for the line manager to evaluate the 
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employee’s performance and discuss any key issues with the member 
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of staff.  If improvements in performance are required, there should be a   
discussion   about  how  to  make  the  necessary  improvements, including 
appropriate management support/training. 
 

Upon completion of this review meeting, the manager should complete 
Form A (Appendix 1).  This should then be signed by the manager and 
the  employee. The  original  should  be  placed  on  the  employee’s 
personal file, and a copy given to the individual. 

 
(b) The Second Review 

 
The purpose of this meeting is to review the employee’s performance 
over the  past 12 weeks. Where the previous review indicated that 
improvements  in  performance  were  required,  the  second  review 
meeting should be used to consider the extent of any improvement that 
may have taken place. 

 
Where the employee has not met the required standards, they should 
be informed that continued failure to meet those standards may result 
in their dismissal. 

 
Upon completion of this meeting, the manager should complete Form B 
(Appendix  2). This should be signed by the line manager and the 
employee, and the original placed on the personal file with a copy to 
the individual. 

 
(c) The Final Review 

 
Prior to the final review meeting, which normally takes place after the 
employee  has completed 18 weeks service, the line manager should 
consider whether: 

• The employee’s appointment should be confirmed, or 
• The probationary period should be extended, or 
• The employee should be dismissed 

 
Where a dismissal or extension of the probationary period is a possible 
outcome of  the review meeting, the following preparation should be 
undertaken by the line manager: 

• The employee should be written to with details of the 
date, time and purpose of the review meeting 

• The letter should state reasons why the performance has 
been unsatisfactory to date 

• The individual should be notified in writing of their right to 
be represented at the meeting by a trade union or work 
colleague 

• Where a dismissal may result, the employee should be 
notified of this in writing and arrangements made for the 
Headteacher to conduct the meeting. 
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4.3 Upon completion of the final review meeting, the manager/Headteacher 
should complete Form C (Appendix 3).  This should be signed by the 
manager/Headteacher and – if appropriate – the employee.  The form 
should be  placed on the employee’s personal file with a copy to the 
individual if appropriate.   Additionally, where a decision was made to 
extend the probation period or to  dismiss, the manager/Headteacher 
will write to the individual confirming the decision and advising of the 
right to appeal against it. 

 
4.4 Employees must be advised that they should appeal in writing within 10 

working days of receiving the decision and of their right to bring a trade 
union representative or  work colleague. The written notice of appeal 
must explain why the employee wishes to appeal. 

 
5 DISCIPLINARY ISSUES ARISING DURING THE PROBATION PERIOD 

 
5.1 The Schools Disciplinary Code does not apply to those employees 

covered by the Probation Procedure.  Instead, the following procedure 
will apply where issues of misconduct arise during the probation period. 

 
5.2 Where allegations have been made against an employee, a 

management investigation will be conducted into the matter.  If, as a 
result of this investigation, there is found to be a case to answer, the 
employee will be invited  to a meeting with the Headteacher. The 
purpose  of  this  meeting  is  for  the   Headteacher  to  consider  the 
allegations, question the employee (and any witnesses if relevant) and 
reach a decision based on the balance of probability. As a result of this 
meeting, the Headteacher may: 

• Find that the allegations are unsubstantiated and that no 
further action is necessary 

• Issue an oral, written or final written warning 
• Dismiss the employee 

 
5.3 Warnings will be retained on an employee’s file and will be taken into 

account in any subsequent disciplinary matter either during or after the 
probation  period.  In   any   event  warnings  will  be  disregarded  for 
disciplinary purposes after the following timescales, provided that there 
is continued satisfactory conduct 

• Oral warning -  6 months 
• Written warning -12 months 
• Final written warning -18 months 

 
5.4 Prior  to  this  meeting,  the  employee  should  be  written  to  with  the 

following information: 
• The date/time/place of the meeting 
• The purpose of the meeting 
• Where a dismissal may result, details of the allegations 

and reasons for making those allegations 
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• The  right  to  representation  at  the  meeting  by  a  trade 
union or work colleague. 

 
5.5 The Headteacher will write to the individual within 5 working days of the 

meeting  having  taken  place,  confirming  the  decision  and  (where  a 
dismissal has resulted) advising of the right to appeal. 

 
5.6 For examples of misconduct and gross misconduct, please refer to the 

Schools Disciplinary Code (revised June 2004). 
 
6 APPEALS 

 
6.1 Where as a result of the final review meeting an employee has had 

their probation period extended, or where an employee subject to this 
probation procedure has been dismissed for reasons of 
capability/performance/conduct, they will have been informed in writing 
of the decision and of their right to appeal against it. 

 
6.2 Appeals  against  such  decisions  will  be  heard  (a)  in  the  case  of 

extensions to the probation period, by the Headteacher3, and (b) in the 
case of appeals against dismissal, by the Governors Appeal Panel. 

 
6.3 In  all  instances,  notices  of  appeal  will  be  made  to  the  Chair  of 

Governors,  who will determine (in conjunction with the Headteacher) 
the appropriate person/s  to hear the appeal. The Governors Appeal 
Panel will be advised by a representative from LEA Human Resources 
on all appeals against dismissal. 

 
6.4 Appeals will normally be restricted to considering one or more of the 

following: 
• The reasonableness of the decision made; 
• Any relevant new evidence; 
• Any procedural irregularities. 

 
6.5 Appeals  will  be  heard  as  speedily  as  possible  normally  within  15 

working days of the appeal being lodged.  The purpose of the appeal 
hearing is to review the decision to extend the probation period or to 
dismiss.  The outcome will be to confirm it, substitute a lesser penalty 
or to cancel it.  The person chairing the appeal will communicate their 
decision,  which  will  be  final,  in  writing  to  the  individual  within  10 
working days of the appeal hearing. 

 
 
 
 
 
 
 
 
 

3  Unless the Headteacher has been involved in previous stages of the procedure 
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Appendix 1 
 
PROBATION PERIOD – FORM A 

 
(This form should be completed by the employee’s line manager after the 
employee has completed 6 weeks’ service with the school.) 

 
 
 
 

Employee’s name ………………………………… Start date …………………. 
 
Job title ……………………………………………………………………………….. 

 
Section …………………………….. Directorate …………………………….. 

 

 
 

FIRST PROBATION REVIEW 
 
Date of review meeting ……………………………………………………………… 

 
Manager’s comments: 

 
 
 
 
 
 
 
 
 
 
 

Progress required before next review: 
 
 
 
 
 
 
 

Support to be provided: 
 
 
 
 
 
Employee’s comments: 

 
 
 
 
 
 
 

Signed (Employee) ……………………………………………………………….. 
 
Signed (Manager) …………………………………………………………………. 
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Appendix 2 
 

 
 

PROBATION PERIOD – FORM B 
 
(This form should be completed by the employee’s line manager after the 
employee has completed 12 weeks’ service with the school.) 

 
 
 
 

Employee’s name ………………………………… Start date …………………. 
 
Job title ……………………………………………………………………………….. 

 
Section …………………………….. Directorate …………………………….. 

 

 
 

SECOND PROBATION REVIEW 
 
Date of review meeting ……………………………………………………………… 

 
Manager’s comments: 

 
 
 
 
 
 
 
 
 
 
 

Progress required before next review: 
 
 
 
 
 
 
 

Support to be provided: 
 
 
 
 
 
Employee’s comments: 

 
 
 
 
 
 
 

Signed (Employee) ……………………………………………………………….. 
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Signed (Manager) …………………………………………………………………. 
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Appendix 3 
 

 
 

PROBATION PERIOD – FORM C 
 
(This form should be completed by the employee’s line manager after the 
employee has completed 18 weeks’ service with the school.) 

 
 
 
 

Employee’s name ………………………………… Start date …………………. 
 
Job title ……………………………………………………………………………….. 

 
Section …………………………….. Directorate …………………………….. 

 

 
 

FINAL PROBATION REVIEW 
 
Date of review meeting ……………………………………………………………… 

 
Manager’s recommendation: 

 
 
 
 
 
Reasons: 

 
 
 
 
 
Progress required before next review, and support to be provided (where the 
probation period has been extended): 

 
 
 
 
 
 
 
 
Employee’s comments: 

 

 
 
 
 
 
 
 
 
 

Signed (Employee) ……………………………………………………………….. 
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Signed (Manager) …………………………………………………………………. 
 


