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Purpose
All new employees at the Church/PCC name, including senior staff and individuals on fixed term contracts, are appointed subject to satisfactory completion of a probation period. 

The purpose of the probation period is to ensure that new employees settle into their role and will confirm their ability to fulfil the role requirements. The probationary process is therefore extremely important for both the Church/PCC and the new employee, and successful completion of the probation period is required to confirm continuing employment. 

Scope
This policy aims to: 
· Provide guidance to new employees and managers on the standards expected.
· Provide support to individuals to help them to meet those standards.
· Confirm the appointment of individuals in post who meet the required standards.
· Identify those individuals who have not met the required standards in order that their contract can be reviewed under this procedure.

General Principles

The period of probation will be 3 OR 6 months for all employees. 
An individual on probation is deemed to be a member of employee and therefore all Church/PCC policies and employment law apply. 
If performance issues arise during the probationary period, then the line manager should raise these with the new employee at the earliest opportunity to enable them to be addressed within the probation period. 
Employees on a fixed term contract who are subsequently appointed to a permanent role but have not yet been with the organisation for 3 OR 6 months will be subject to probationary procedures.
Employees who are on a fixed term contract of less than 12 months will be subject to a probationary period that will be adjusted depending on their length of contract. For example, someone with a 10-month contract will have a 4-month probationary period. 
If during the probation period the new employee feels that the role is not right for them and chooses to leave, this will be deemed a resignation and will not be deemed an unsuccessful probation.
During the probation period, it may be appropriate for the employee to work more frequently in the workplace (i.e. to work from the Office rather than at home) to ensure that they are able to fully experience the culture of both their Team as well as the wider Organisation.  
Process
During their first week of employment, the line manager should meet with the new employee to discuss and clarify job expectations, and the standards expected of the individual in their role. These will include reference to the individual’s responsibilities as outlined in the job description and their expected level of competence as outlined in the person specification.
First Meeting
The line manager and the new employee will agree the work and development objectives to be achieved during probation (see 1st Meeting Template). Performance expectations and the standards that need to be met will be made clear by the line manager at the start of the probation period. A copy of this form should be retained by all parties.
Progress Meetings
The line manager and employee should meet at least once a month throughout the 3 OR 6 months’ probation period.

At these meetings the line manager should monitor progress and assess competence in the role. Probation records should be completed by the manager (see template); passed to the new employee for comment and signed off by both the manager and the new employee at each stage of the process. 

During the probation period new employees are responsible for: 
· Demonstrating their suitability for the post they have been appointed to.
· Meeting reasonable objectives and performance standards within set deadlines.
· Participating in the regular review meetings held during the probation period.
· Participating in the induction process and all essential training as identified by their line manager
· Raising with their line manager, at the earliest opportunity, any difficulties they are experiencing and identifying any training or support they believe to be necessary to help them fulfil the requirements of the role.
During the probation period Line Managers are responsible for: 
· Ensuring that the new employee has an induction to the role 
· Establishing and communicating standards of performance, responsibilities and objectives required for the post.
· Ensuring appropriate training and development opportunities are made available. 
· Holding regular one-to-one meetings with the new employee to provide constructive and positive feedback on achievements and, where appropriate, identifying areas for improvement. 
· Ensuring that relevant documentation is completed 
· Raising issues with the employee and if necessary, the Diocese of Bristol HR Team at the earliest opportunity where performance concerns arise.
· Ensuring a written record of all meetings is made and that these are shared with the individual.
Poor performance during the probation period
If performance issues arise during the probationary period, then the line manager should raise these with the new employee at the earliest opportunity to enable them to be addressed within the probation period. 
Line managers should meet with the new employee to make them aware of their concerns, discuss the reasons for the lack of progress, and ensure that appropriate support is available. The purpose of this meeting is to give opportunity for the individual to improve their performance so that they are subsequently able to meet the probation requirements. 
This meeting should take place as soon as possible if there is a concern, using the Probation Review Meeting Form to record the meeting. This should make clear the performance required, where the individual is falling short, and the actions that are needed to address the issues identified. 
Monitoring of progress will take place with regular one to one, and probation meetings. The line manager will provide feedback to the individual so that they are clear whether adequate progress is being made. Additional support and/or development should also be provided as appropriate.
Probation Review Meeting 
Towards the end of the 6-month probation period the line manager will meet with the new employee to discuss how well they are meeting the requirements of the role. A Probation Review Meeting Form should be used during the meeting which includes a confirmation of outcome section. At the meeting, one of three potential outcomes will be recorded:
· Probation successfully passed
The new employee is deemed to have passed probation and is formally welcomed to their permanent role in a letter.
· Short Extension to Probation
The line manager may recommend an extension of the probation period. 
Extensions will only be agreed in a relatively limited number of cases, for example, but not limited to, where: 
· There has not been an opportunity to fully demonstrate the role requirements within the standard probation period, for example, because the individual has had a lengthy absence. 
· The individual has not had the opportunity to demonstrate their performance across the full range of role responsibilities. 
· The manager has been absent or unable to provide the necessary support for the new employee to meet the role requirements to-date.
[bookmark: _Hlk173150445]Where the probation period is extended the reason(s) and length of the extension of no more than three months will be explained to the employee and confirmation will be provided in a written report (a suggested template). The new employee will sign the report which should include actions required. Appropriate additional support tailored to the circumstances will be arranged by the line manager. 
A further extension of probation will not be an option beyond the additional 3-month period
· Unsuccessful end to probation
If it is evident at the end of the probationary period (whether extended or not) that the new employee does not satisfy their role requirements, then they will be dismissed with one week’s notice (a template for a dismissal letter).
Appeals
Individuals will have the right of appeal against dismissal. A decision to dismiss will be confirmed in writing to the individual, and this will set out their right of appeal. 
If the individual wishes to appeal against the decision, they must confirm this in writing stating the grounds of the appeal to the PCC Secretary or other person. The letter should be received within ten working days of the date of the letter confirming the decision to dismiss. 
The appeal will be heard by the PCC/other (or nominee), provided they have not been previously involved with this matter. The decision of the person hearing the appeal will be final.
Notice Period
During the probation period, the new employee’s appointment may be terminated by the Church/PCC by giving one week of notice as outlined in their employment contract. Payment in lieu of notice may be made and any outstanding leave will be paid as appropriate.
Equality Issues
The Church/PCC recognises the value of a truly diverse workforce and the contribution that every individual can make. It therefore aims to create an environment that respects the diversity of staff. To achieve this, it is important that line managers are proactive about ensuring employees in their team are treated fairly and can achieve their full potential regardless of age, disability status, gender identity, marriage and civil partnership, race, religion or faith, sex or sexual orientation. 
Therefore, in addition to the support identified in the paragraphs above, line managers should consider whether other support is appropriate for a new employee who may have specific needs. 








