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Guide to Probationary Service for Support Staff (People Management Handbook for Schools
)
1. Introduction
1.1
This guidance is for managers who have responsibility for managing the probationary service of new employees. (The term manager should be replaced by Head Teacher where this responsibility lies with the Head Teacher.) Unsatisfactory performance on the part of employees undergoing a period of probationary service should be dealt with in accordance with this guidance. 

1.2
Offences of misconduct or gross misconduct by probationary employees should be dealt with under the school's Disciplinary Procedure. If you are unclear about this, please contact the school’s HR advisor for further advice.

2.
Recruitment, Selection & Induction
Appropriate recruitment and selection methods and practices will help ensure that the best person for the job is appointed. Poor selection decisions may lead to problems of under-performance during the probation period. Standards for performance should be set out clearly and used to select employees in the first instance. Standards of performance should be used to design recruitment tests to avoid poor selection decisions. See Appendix 1 – National Occupational Standards Framework for an example of a framework of standards of performance.

3.
Probationary Period - What Is It?
3.1
The purpose of a probationary period is to provide a framework for identifying and sorting out any early difficulties which may occur in the performance of the job and to provide for early termination of employment if such difficulties are not resolvable during this period. 

3.2
Standards should be reinforced throughout the induction stage. Managers should use the induction process to set clear expectations about new employees' performance. The induction period should also be used to identify initial training and development needs the new employee may have to enable them to perform their job to the required standard.

4.
Duration
4.1
The probationary period is usually six months from the date of commencement of employment (unless the national conditions of service governing a group of staff specify otherwise).

4.2
If it becomes clear that the employee is not able to meet the required standards of the job and the guidance has been applied, it is possible to start dismissal proceedings before the expiry of the six months probationary period.

5.
Who Should Serve A Probationary Period?
5.1
All new school support employees to the City Council should serve a probationary period (including new employees who have joined us from another local authority).

5.2
Where an employee has previous continuous service on a temporary contract and is subsequently offered a permanent contract, it should be made clear whether the temporary period will count towards probation. Normally it will count provided that the temporary and permanent contracts are in respect of the same type of work and at the same grade.

5.3
For this reason, it is advisable that offers of temporary appointments are made subject to a six-month probationary period (regardless of the length of the temporary contract itself).

6.
Roles And Responsibilities
6.1
Manager
· Ensure the new employee receives a full induction and reinforce standards at this stage 

· Ensure appropriate training and support takes place at the earliest possibility 

· Make management expectations and performance targets explicit and ensure they are understood by the employee 

· Ensure regular supervision or 1 to 1 meetings take place with the new employee on a monthly basis (or more frequently if necessary)

6.2
Employee
· Undertake duties of job description and perform to an adequate standard 

· With the manager, identify areas of difficulty and ways of resolving these in a clear and defined way

6.3
Head Teacher/Governors
· To hear any cases put forward by the manager/head teacher to consider future employment of the new employee

6.4
Human Resources
· To provide advice to the head teacher and governors regarding process and procedure

7.
Probationary Review Meetings
7.1
How often?
7.1.1
There is a particular need to assess whether the performance of probationary employees is satisfactory and it is advisable to examine this within three months of appointment. To ensure a consistent approach, review meetings should take place with the employee after 10 weeks and 20 weeks service (although more frequent meetings will be required where the new employee is not performing to the required standard). It is good practice to agree with the employee in advance dates and times for these probationary review meetings to take place, so that there is a structured, consistent approach to monitoring the probationary period for all new employees.

7.1.2
Review meetings are appropriate for all new school support employees serving a probationary period and should take place whether the employee's performance is deemed satisfactory or unsatisfactory. It is critical that these meetings take place in instances where standards of performance are not being met; however, good performers should also receive feedback on an ongoing basis during their probationary period and be given the opportunity to identify any areas where they feel they would benefit from additional support, training or development.

7.2
Who should attend?
The probationary review meeting will take place between the employee and their manager. The school’s HR advisor does not need to be in attendance, but managers should seek advice from HR on an ongoing basis for clarification on procedure if needed. There is no right to be accompanied (e.g. by a trade union rep or work colleague) at meetings of this sort. (The right to be accompanied will trigger if and when dismissal or action short of dismissal is being considered on expiry of the probationary period).

7.3
What should be discussed?
7.3.1
The following assessment criteria are suggested for probationary assessments:

· quality of work compared with established standards; 

· quantity of work produced compared with established standards; 

· amount of supervision required against that normally required; 

· the range of work undertaken compared with the duties specified in the job description.

NB In addition to the above, the probationary period should be used to monitor attendance levels (e.g. levels of sickness absence), timekeeping, attitude to work and colleagues and any other areas of concerns regarding performance

7.3.2
Concerns over performance should be raised with the probationary employee in a clear but constructive manner. 

7.3.3
If the probationary employee is not meeting expected standards, give clear warnings of the consequences and that failure to improve to the required standard could lead to dismissal at the end of the probationary period.

7.3.4
Agree times and dates for follow up meetings as appropriate and any action points to be achieved in the meantime.

7.3.5
Provide constructive feedback at supervision meetings, highlighting achievements and areas of weakness using suitable examples.

7.3.6
Discuss appropriate solutions to problems or difficulties and to provide guidance, direction or instruction as appropriate

7.3.7
Provide an honest assessment of the support the manager or others in the school can provide to avoid building up unrealistic expectations.

7.4
Record keeping
7.4.1
Probationary review forms (see Appendix 2 – Probationary Assessment Form) should be completed at the review meetings at 10 and 20 weeks and kept in the employees personnel file.

7.4.2
Notes should be made of the points that have been put to the employee and their response together with the time and date of meetings for reference purposes. Clear evidence that a fair process has been followed will be required if a decision to dismiss (or action short of dismissal) is to be made on the expiry of the probationary period. Therefore, managers should not only take notes of any meetings held during the probationary period, but also ensure that any agreed outcomes and action points are followed through.

7.4.3
Ensure that notes are fair and accurate and bear in mind that these records may have to be shared with the employee under data protection rules and/or as part of a formal process later on.

7.4.4
It is good practice to follow up probationary review meetings with a letter to the employee confirming what was discussed and any action points agreed so that the employee has a written record for their information. Where performance of the probationary employee is deemed unsatisfactory, it is especially important that the employee is made aware of this, and therefore a letter should always be sent where performance is below a satisfactory standard.

7.5
Review meetings
In cases where performance is not satisfactory, it is important to have regular review meetings with the probationary employee, including at the 10 and 20 week stages. The employee should be fully aware of what expected standards of performance are and what measure they need to take to improve their performance. At the final probationary review meeting a decision will be made by the manager to:

· Confirm employee in post 

· Extend probationary period 

· Refer to governors for consideration of dismissal

7.7
Extension of probation period
7.7.1
A decision to extend the probationary period will not be automatic and should be for a clear purpose.

7.7.2
Where a probationary period is extended, the period of the extension together with the reasons for it should be made clear to the employee before the original probationary period (usually 6 months) expires. They should be notified in writing of the reason for extension and the duration of the extended probation period (see Model Letter 1 – Extension of Probationary Period).

7.7.3
Examples of when an extension to the probationary period will normally be appropriate are:

· where a period of prolonged absence (i.e. for sickness or other reasons) has prevented the employee from completing a full probationary period (note that poor attendance levels due to sickness is also one of the criteria for determining whether a probationary period has been unsatisfactory); 

· where a piece of training or a development opportunity has been identified to help the employee meet required standards and the probationary period is extended to enable them to attend the training/benefit from the development opportunity; 

· where an employee has gone off sick before the final probationary review meeting has been able to take place and the probationary period is extended to enable the review meeting to take place (managers should not delay moving towards a dismissal process if a return to work is not foreseeable in the timescales available); 

· where it is felt that an extension will enable the employee to demonstrate meeting the required standard within a reasonable timescale.

7.7.4
The duration of the extension should be realistic in terms of expected outcomes. Overall, a probationary period should not exceed twelve months in total (including any extension and required notice period). For further advice please contact the school’s HR advisor.

8.
Consideration Of Dismissal - The Process
8.1
Employees who clearly cannot perform at the required level, even with help and support, should be dismissed at the expiry of the probationary period or extended probationary period.

8.2
If at the end of the probationary period or extended probationary period the employee is deemed not to be performing to the required standard, the manager will inform the employee that they will be recommending dismissal due to unsatisfactory probation to the head teacher/governors (see Model Letter 2 – Outcome of Review Meeting). (The case would only be referred to the head teacher if governors have delegated decisions of dismissal to the head teacher).

8.3
The manager will produce a report supported by factual evidence collated throughout the probationary period. The report should outline the steps taken to assist the employee to meet the required standard during their probationary period, any support they have received to improve their performance and that they have previously been advised that failure to improve may lead to dismissal.

8.4
The report should be forwarded to the head teacher/governors (depending on who has delegated responsibility to dismiss.)

8.5
On receipt of the report, the head teacher/governors should write to the employee to invite them to a meeting. The employee has the right to be represented at this meeting by a trade union representative or work colleague. If the employee or their representative is unable to attend the meeting an alternative date should be arranged. (see Model Letter 3 – Invite to Formal Interview).

8.6
The hearing will be conducted according to procedure outlined in Appendix 3 – Procedure for Hearing.

8.7
The head teacher/governors should write to the employee within 3 working days of the hearing to inform them of the outcome, whether to dismiss the employee or extend the probationary period further. The head teacher/governors Model Letter 4 – Notification of Decision – Dismissal or Model Letter 5 – Notification of Decision – Other Action).

8.8
The head teacher/governors must provide written confirmation of their decision to the LA. 

8.8.1
Community, Voluntary Controlled, Community Special and Maintained Nursery Schools

If the member of staff is employed by the LA, it must within a period of 10 working days either withdraw that person from the school or issue notification of termination of the employment contract. If a subsequent appeal reverses the dismissal decision the withdrawal or termination notice must be rescinded. In cases where the LA is entitled to terminate the contract without notice because of the conduct of the member of staff in question, any such termination may be rescinded if an appeal is upheld.

8.8.2
Foundation, Voluntary Aided and Foundation Special Schools

In the case of the staff employed by the governing body, notification of termination of the contract should be issued following the initial dismissal decision, and may be rescinded if a subsequent appeal is upheld. In cases where the governing body is entitled to terminate the contract without notice because of the conduct of the member of staff in question, any such termination may be rescinded if an appeal is upheld. In the case of staff employed by the LA the arrangements set out above should apply.

8.9
The Appeals Process
8.9.1
An employee has the right to appeal against any decision and will be told that they have 10 working days from receipt of the letter confirming the decision. The employee should submit their appeal to governors in writing, outlining their grounds of appeal.

8.9.2
The employee should be given notice in writing at least 5 working days in advance of the time and place of the appeal hearing (see Model Letter 6 – Invite to Appeal Hearing).

8.9.3
An appeal will be heard by the Staff Dismissal Appeals Committee, the members of which should have played no part in the disciplinary hearing itself. In cases where the Staff Dismissal Committee heard the initial hearing the appeal must be heard by at least the same number of governors as comprised the original disciplinary panel.

8.9.4
The purpose of an appeal is not to repeat the detailed investigation of the disciplinary hearing or rehear the case, but to focus on specific factors which the employee feels have been dealt with unfairly or which have received insufficient consideration, such as:

· an inconsistent, inappropriate or excessively harsh penalty 

· extenuating circumstances 

· alleged bias of the Staff Dismissal Committee 

· alleged unfairness in the conduct of the hearing 

· new evidence subsequently coming to light.

There is no further right of appeal.

8.9.5
The decision of the staff dismissal appeals committee will be communicated, in writing, within 3 working days (see Model Letter 7 – Notification of Outcome of Appeal).

9.
Miscellaneous Considerations
9.1
Equality and consistency
9.1.1
It is important that probation is dealt with consistently. It is not fair if some employees are pulled up for poor performance while others are allowed to get away with it. Past monitoring has shown that performance issues with different groups of employees have not always been addressed properly. It is unfair - and potentially discriminatory - not to address performance concerns consistently with different groups of employees. Everyone should be told if their performance is not up to standard and offered help and support to improve. Schools should monitor the results of probationary periods, and take action where necessary, to ensure that there is not a disproportionate impact of specific groups of employees (e.g. by gender, race, ethnicity, etc – see Equality Act 2010 for further information).  
9.1.2
It is important that the probation period is handled objectively and consistently and a clear message given throughout as to the likely consequences of a failure to improve. It is inadvisable to transfer an under-performing probationary employee to another supervisor 'to get a second opinion' as the original manager will lose overall control of the process and may lead to poor performers being confirmed in post due to a lack of effective management of the situation.

9.2
Service requirements for claims of unfair dismissal
The service requirement for new employees to bring a claim of unfair dismissal to the employment tribunal is two years, including notice period. If notice is not served in time to expire within this period, the right to complain of unfair dismissal will be acquired. Claims for unlawful discrimination (e.g. on the grounds of sex, race, disability, etc) have no service requirement.

9.3
Notice
Dismissals for unsatisfactory probation will be with notice. The HR advisor will be able to provide advice on how much notice an employee is entitled to under their contract of employment.

9.4
Unusual circumstances
There are times when a probationary period is interrupted due to foreseen or unforeseen circumstances (e.g. long term sickness absence, maternity leave, etc). Although poor attendance is a factor to be taken into account during the probationary assessment, managers should always seek further advice from the HR advisor about implications for equality and discrimination legislation where an individual circumstance falls outside of 'the norm'. For example, if a woman goes on maternity leave during her probationary period, the probationary period will usually be extended to enable the employee to complete their probation on their return to work from maternity leave, even if this may be more than a year from their commencement of employment date.

10.
SUMMARY OF PROCEDURE
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APPENDIX 1

National Occupational Standards Framework

The National Occupational Standards describe what an individual needs to do, know and understand in order to carry out a particular job role or function.

It is impossible to develop standards for each support post in a school within this procedure, as job requirements in each school will differ. However, it is advisable to refer to standards against agreed criteria and for certain roles these can be found on the Skills for Business website: www.ukstandards.org.uk.

The framework below identifies the key areas managers should refer to when setting out standards of performance to new employees through induction and monitoring during the probationary period. 

· Describe good practice in particular areas of work for that role.

· Set out a statement of competence which bring together the skills, knowledge and understanding necessary to do the work

· Offer a framework for training and development to enable the work to be carried out effectively.

APPENDIX 2
Probationary Assessment Form
Completion of this probationary assessment form should be done when the employee has completed 10 weeks and 20 weeks or his/her probationary period. Completion of this form should be done in conjunction with the section entitled Guide to Probationary Service -  Support Staff in the People Management Handbook for Schools (PMH4S) and the Job Description/Person Specification for the probationer’s post.  The assessment should be discussed with the employee and any areas of concern addressed, e.g. training needs, any additional support needed etc at the earliest opportunity.

	Name: (employee)


	Post Title:

	Date of appointment: 


	Date Assessment Due:

	Date of Assessment: 


	

	10 weeks assessment □                                20 weeks assessment □


Following the 10 and 20 week assessment, the completed form, including any agreed action plan/recommendations should be retained in the individual’s personal file. 

If there are concerns about the probationary employee, you should discuss these with the school’s HR advisor at the earliest opportunity.

PROBATIONARY ASSESSMENT SUMMARY

	
	Fully Meets
	Satisfactory
	Does not meet

	1. Quality of work completed with established standards
	
	
	

	2. Quantity of work produced compared with established standards
	
	
	

	3. Amount of supervision required against what would normally be required at this stage in post.(may need to define to employee what constitutes normal)
	
	
	

	4. Range of work undertaken compared with the duties in the job description
	
	
	

	5. Time keeping

	
	
	

	6. Attendance (inc. Sickness Absence)

	
	
	

	7. Attitude to work/customers

	
	
	

	8. Attitude to colleagues / Team working 

	
	
	


Detailed comments, and any agreed support, must be completed on pages 2 and 3.
1. Quality of work

2. Quantity of work

3. Amount of supervision and reasons for high and/or low levels of supervision?

4. Range of work

5. Time Keeping

6. Attendance (inc. Sickness Absence)

No. of Days Sickness Absence………………………………. No. of Occasions…………………….

7. Attitude to work/customers

8. Attitude to colleagues / Team working

Other Comments

When reviewing the probationary employee’s attitude and conduct, full regard must be made of the School’s core values, to uphold the Equality and Diversity Policy, high standards of customer care, and the need to ensure health and safety standards are met. If there are any shortfalls within any of these areas, it must be brought to the employee’s attention and expectations confirmed and agreed. 

Have any conduct issues been identified?
Yes / No

If yes please state:

What action has been recommended / taken?

Any comments that the probationary employee wishes to add;

Please complete recommendation below following 10 and 20 week assessment.

Continuation of employment on completion of a full probationary period is:

Recommended
□



Not Recommended*
□

(At 20 weeks assessment only)

**An extended probationary period of [    ] weeks is recommended

□
* If at the 20 weeks assessment stage (or following an extended probationary period) the probationary employee is not meeting expected standards then a meeting must be convened to decide whether the probationary employee should be dismissed. Please contact HR to discuss in more detail.

** Before agreeing any extensions to probationary period, you must seek advice from HR.

Head teacher’s/Manager’s signature:………………………………………

Date: …………………………………..
Employee’s signature:…………………………………….
Date:……………………………
APPENDIX 3

	PROCEDURE FOR HEARING




Please note that where the disciplinary decision is not delegated to the head teacher the head teacher might be presenting the case
1. Manager/head teacher presents the case.
2. Questions from employee and/or employer representative to the manager/head teacher.
3. Questions from the head teacher/staff dismissal committee to the manager/head teacher.
4. Employee (or representative) presents their case.
5. Questions from the manager/head teacher to the employee and/or representative.
6. Questions from the head teacher/staff dismissal committee to the employee and/or representative.
7. Manager/head teacher sums up.
8. Employee (or representative) sums up.
9. Both parties withdraw.
10. Head teacher/staff dismissal committee decision.  Advice provided by HR advisor.  If there are points of uncertainty on evidence already given both parties will be recalled notwithstanding that only one of them is concerned with the point giving rise to doubt.
11. All parties reconvene.  Decision given.
12. Individual informed of right of appeal within 10 working days of receipt of letter confirming the decision.  Confirmation in writing by the head teacher/ staff dismissal committee will be sent within 3 working days.
Model Letter 1
Extension of Probationary Period

Private and Confidential

[Name]

[Address]
[Date]
Dear [Insert Name]
Further to the probationary review meeting held on [insert date] I write to confirm what we discussed.

As you are aware, you are currently on a probationary period which is due to expire on [insert date].
[Insert paragraph explaining that performance has not improved/still falling short of the required standards despite process gone through with employee.  Outline any measures that have already been put in place to help the employee reach the required standard of performance].
Your appointment was subject to the satisfactory completion of a probationary period [of six months] and, as confirmed at the meeting, I will be extending your probationary period by a further [months/weeks.] 

My reasons for this are: [insert reasons]
A review meeting will be held on [insert date].  Your probationary period will expire on [insert date]. 
A failure to complete a satisfactory probationary period at the end of this period could warrant a recommendation to terminate your contract of employment.
Yours sincerely
[Insert Name]
Manager/Head Teacher (delete as appropriate)
cc
[insert name] Head Teacher/Staff Dismissal Committee (delete as appropriate)


[insert name] – HR Advisor

[insert name] – Trade Union Rep
MODEL LETTER 2
Outcome of Review Meeting

Private and Confidential

[Name]

[Address]
[Date]
Dear [Insert Name]
Further to the probationary review meeting held on [insert date] I write to confirm what we discussed.

As you are aware, you are currently on a[n extended] probationary period which is due to expire on [insert date].
[Insert para. explaining that performance has not improved/still falling short of the required standards despite process gone through with employee.  Outline any measures that have already been put in place to help the employee reach the required standard of performance].

Your appointment was subject to the satisfactory completion of a probationary period [of six months] and, as confirmed at the meeting, I will not be recommending your continuation of employment in post.  I will be submitting a written report to the Head Teacher/Staff Dismissal Committee recommending [insert management action being proposed i.e. dismissal or other action short of dismissal].
When the Head Teacher/Staff Dismissal Committee has had the chance to consider the content of the report, they will write to you to invite you to a meeting to discuss the management action being contemplated.

You will have the right to be accompanied by a trade union representative or a work colleague at any meeting held as part of this process.

Yours sincerely,

[Insert Name]
Manager/Head Teacher (delete as appropriate)
cc
[insert name] - Head Teacher/Staff Dismissal Committee (delete as appropriate)


[insert name] – HR Advisor

[insert name] – Trade Union Rep
MODEL LETTER 3

Invite to Formal Interview

Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
Re:  Capability Meeting

Further to the letter dated [insert date] I am writing to inform you that as there has been no improvement in your performance you are required to attend a meeting as part of the School’s Probationary Policy.
You may wish to be accompanied by your trade union representative or work colleague at the meeting.  The school’s HR advisor will be in attendance.

The purpose of this meeting is to discuss the information provided by your manager/head teacher (delete as appropriate) and will consider your future employment.

This meeting has now been arranged and will be held on [insert date] at [insert time] at [insert venue].   I must warn you that the outcome of the meeting could result in your dismissal from your post as [insert position].
Attached for your information are copies of the documentation that will be considered at the hearing.  If there is any documentation that you would like to submit to the head teacher/Staff Dismissal Committee (delete as appropriate) will you please let me have this by [insert date] so that I can circulate copies.

Yours sincerely

Head Teacher

Enc

cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]
MODEL LETTER 4
Notification of Decision - Dismissal

Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
Thank you for attending the meeting on [insert date] which was held to discuss your proposed dismissal from the school due to an unsatisfactory probationary period.
[Insert details of discussion including any alternatives to dismissal considered (including redeployment options) / any points put forward by the employee and/or their chosen rep].

My/our (delete as appropriate) decision following the meeting (already confirmed verbally to you on [insert date]) is that your employment with the school will be terminated by reason of an unsatisfactory probation period.
My/our (delete as appropriate) reasons are [insert reasons for dismissal].
You are entitled to [insert notice period] notice with your effective date of termination being [insert effective date of termination].  You will receive a letter in due course with further information on final payments and other general matters.
If you have any outstanding annual leave owing to you up to your termination date, you should take this before your last day.
I must advise you that you have the right of appeal against my/our (delete as appropriate) decision.  If you wish to appeal, you must lodge your appeal in writing within 10 working days of the decision first being communicated to you (i.e. by [insert date]).

Yours sincerely
[Insert Name]
Head Teacher/Staff Dismissal Committee (delete as appropriate)
cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]

MODEL LETTER 5
Notification of Decision – Other Action

Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
Thank you for attending the meeting on [insert date] to discuss the management action proposed as a result of an unsatisfactory probationary period.
[Insert details of discussion including any points put forward by the employee and/or their chosen rep].

My/our (delete as appropriate) decision following the meeting (already confirmed verbally to you on [insert date]) is [insert details of the decision].
My reasons are [insert reasons].
I must advise you that you have the right of appeal against this decision.  If you wish to appeal, you must lodge your appeal in writing within 10 working days of the decision first being communicated to you (i.e. by [insert date]).

Yours sincerely
[Insert Name]
Head Teacher/Staff Dismissal Committee (delete as appropriate)
cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]

MODEL LETTER 6
Invite to Appeal Hearing
Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
You have appealed against the decision to terminate your employment with [insert name of school] due to an unsatisfactory probation confirmed to you in writing on [insert date].

I am therefore writing to invite you to attend an appeal meeting to be heard on [insert date] at [insert time]. The meeting will be held at [insert venue].
I will be conducting the appeal meeting with advice and guidance from [insert name] the school’s HR advisor who will also be in attendance.

You have the right to be accompanied at the appeal meeting by a trade union representative or a work colleague.
[Insert name of head teacher/ Chair of Staff Dismissal Committee who made the dismissal decision] will attend in order to answer any questions which may arise.  You, or the person accompanying you (if applicable), will be entitled to ask any questions and you will be given full opportunity to further state your case.

You must take all reasonable steps to attend the appeal meeting.  If you are unable to attend on the date specified, you should notify me and give the reason for your non-attendance in advance of the meeting.

Yours sincerely
[Insert Name]
Staff Dismissal Appeals Committee

cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]

MODEL LETTER 7
Notification of Outcome of Appeal

Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
Following the appeal meeting held at [insert venue] on [insert date], I am writing to confirm my decision.

In reaching my decision, I have taken into account all of the information provided by you and your trade union representative (delete as appropriate) in support of your appeal.

[Insert details of any points put forward by the employee/employee’s representative in support of the appeal, etc.]

I have decided that the decision to dismiss/other action (delete as appropriate) stands/be revoked (delete as appropriate). [Specify if no further action is being taken or what the new management action is].
My reasons are [insert reasons].

You have now exercised your right of appeal and this decision is final.

Yours sincerely
[Insert Name]
Staff Dismissal Appeals Committee

cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]

Induction with new employee – outline job expectations and standards to meet








Review Meetings – 10 weeks, 20 weeks (Appendix 2)





Provide feedback 





Meet with employee regularly to review shortfalls. Discuss areas of concern; identify support and training and ways to improve. Plan regular meetings.





Confirm in post





Review Meeting - 26 weeks (Appendix 2)





Consider if probationary period needs to be extended. 


(Speak to HR advisor)


Consider if need to go to formal procedures





Extend probationary period – Review meeting (Model Letter 1) or (Model Letter 2)





Formal hearing arranged before the head teacher/Staff Dismissal Committee (Model Letter 3)


HR adsvisor to advise


See Appendix 3 for format





Decision made – level of warning/dismissal (Model Letter 4 or 5)





If dismissal then LA gives notice





Employee given opportunity to appeal to Staff Dismissal Appeals Committee





Appeal hearing before Staff Dismissal Appeals Committee – Model Letter 6





Notice withdrawn if appropriate





Decision of the Staff Dismissal Appeals Committee confirmed – Model Letter 7
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