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  INTRODUCTION 

It is Wickersley Partnership Trust’s (hereby referred to as WPT) policy to operate probationary 
periods for all new support staff in line with their induction.

The Probation Policy is intended to provide:

• A structured probationary period to introduce support staff 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

• 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 either 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 requisite standards

1.0

2.0
     

  AIMS
 

2.1  This policy and procedure applies to all support staff employees including the central   
 team.

2.2 If an employee moves to a new role within the same school/site, or to a new school/  
 site within WPT, after they have previously completed a probationary period, they  
 will not have to complete another probationary period. If performance-related   
 concerns are identified within the new role, these concerns should be managed in   
 line with the Trust’s Capability Policy. Anyone changing roles should receive a thorough  
 induction (see Induction Policy), be set appropriate objectives and be given relevant   
 training.

2.3 If the employee is still within their probationary period at the point of transferring to   
 a new role within the same school/site, or to a new school/site within WPT, the    
 probationary period should continue for the remainder of its duration.

2.4  Where a dismissal is a possible outcome, the case will normally be heard by a panel of  
 three Governors. If the Headteacher has no other role in proceedings, they may sit on   
 this panel.
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  ROLES AND RESPONSIBILITIES
 

School Leader/Line Manager responsibilities: 

3.1  The School Leader/Line Manager is responsible under this policy for ensuring that all   
 new support staff are properly monitored during their probationary period. If any   
 problems arise, the School Leader/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. They are also responsible   
 for providing guidance and support, and to identify and arrange a Mentor, peer   
 Buddy and any necessary training requirements.

3.2 The School Leader/Line Manager must ensure that the employee is properly informed at  
 the start of their employment about what is expected of them during probation,   
 for example, the required job description or performance standards according to   
 the Workforce Framework (Appendix I).

3.3 Ensuring that all support staff subject to probationary periods are aware of this policy  
 and the procedures involved, and ensure that the policy is applied fairly and consistently.

3.4  Clearly explaining the expected standards of performance and Code of Conduct to new  
 support staff, including how performance will be monitored.

3.5 Notifying new support staff of probationary review meetings within 10 calendar days of  
 starting date allowing both parties to have adequate preparation time.

3.6  Completing probationary reviews for support staff at the different review stages.

3.7 Providing clear and constructive feedback to support staff new to their role on their   
 performance, clarifying at the earliest opportunity any areas of concern and developing  
 a Support Plan (see Appendix E) to address improvements required. Support can   
 be obtained from HR where necessary.

3.8  Ensuring that appropriate systems are in place to support and monitor new support   
 staff and their work throughout the probation period, to allow new support staff to fulfil  
 the standards required according to the Workforce Framework (Appendix I).

3.9  Understanding and acting in accordance with the Mental Health & Wellbeing Policy and  
 Equal Opportunities Policy using review meetings as an opportunity to discuss these   
 matters with employees ensuring they are getting any necessary support.

Employee responsibilities: 

3.10  Adhering to the procedures outlined in this policy, and carrying out their job roles to the  
 standard that is expected.

3.11  Adhering to the expectations outlined in the Code of Conduct Policy, and the standards  
 outlined in the Workforce Framework (Appendix I).

3.12  Engaging fully in induction and training opportunities (see Induction and Workforce   
 Development Policy).

3.0



3.13  Actively engaging with the probationary review meetings and any support provided as a  
 result of these meetings.

3.14 Clarifying expectations or concerns with their Line Manager at the earliest opportunity if  
 these are unclear at any stage.

3.15  Alerting their Line Manager at the earliest opportunity if they are experiencing any   
 difficulties with the expectations of their role, and working positively to achieve   
 the required performance standards.

3.16  Completing probationary review forms/assessment, and submitting these to the Line   
 Manager within 5 working days of meeting.

4.0
     

  LENGTH OF PROBATION

4.1 All new support staff are required to satisfactorily complete a six-month probationary  
 period, regardless of whether their employment status is permanent, fixed-term, full-time  
 or part-time.

4.2  Where a six-month fixed-term contract is issued, the probationary period will run parallel  
 to the contract.

4.3  The probation period includes support staff who have been recruited to posts from   
 Community and Voluntary Controlled Schools, Foundation, Voluntary Aided, try, Free   
 Schools or any Local Authority. 

4.4  Where issues of conduct, breaches of school policies, poor performance or sickness arise  
 during the probationary period, section 7.0 of this policy will apply.

4.5  This policy excludes employees appointed following a ring-fenced interview or    
 assimilation as part of a restructure.

4.6  This policy is intended to help new support staff establish their suitability for the   
 appointment and to provide a period for the individual to ‘settle in’. 

4.7  In the case of employees moving internally, they will not be subjected to probation but  
 will have an induction. If it is felt by both employee and employer that new employment  
 is not successful (for any reason) within the induction period, they may return to their  
 original role and/or location if on a secondment. If moving to a new role with a new   
 contract that was not successful, there is no guarantee that the employee can go   
 back to their original role and/or location however, the Trust would endeavour to   
 see whether the employee can return to the original role and/or location if the    
 opportunity is available.

4.8  The probation period should be a constructive process that assists Line Managers to   
 determine whether the employee is suitable for their new post. It provides a framework  
 that enables Line Managers to assess the performance of new support staff, and to   
 provide any necessary support if needed.
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5.0
     

  REVIEW MEETINGS

During the probation period there will be 3 formal review meetings. In addition to the 3 formal 
meetings conducted by the Line Manager, employees will receive support via their Mentor 
and peers (please refer to the Induction Policy). Meetings with Mentors are an important part 
of the probation process as it provides both the Line Manager and employee the opportunity 
to regularly discuss the employee’s workload and performance achievements, mental health 
and wellbeing, and areas for development which are to be documented. Peer support 
through assigned ‘Buddies’ allow employees to speak to others around sharing best practice, 
collaborating and general day to day job requirements, which are not documented.

Line Manager (monthly)

Mentor (weekly) Peer Support (adhoc)

4.9 The fact that an employee is subject to a probationary period should be clearly brought  
 to their attention prior to appointment within their offer letter. It is also important that  
 employees new to their role are made aware of the Trust’s expectations of their conduct  
 and attendance (see Code of Conduct), and the possible consequences of falling below  
 acceptable standards, of which are outlined within the Workforce Framework (Appendix  
 I).

5.1  First Probation Review Meeting: One Month

 5.1.1 A review meeting will be held when an employee has been employed in their   
  new post after a period of one month. The Line Manager will write to the   
  employee using the template in Appendix A to invite them to attend the   
  ‘One Month’ Probationary Review Meeting giving 5 working days’ notice.



 5.1.2   The review meeting should be held between the Line Manager and employee. The  
  Line Manager in discussion with the employee will complete Appendix D   
  (Probation Monitoring Form) which must be signed by both parties. Areas   
  of discussion will include the following which are also outlined in the Workforce  
  Framework (Appendix I):

• Self-Assessment & Line Managers’ Assessment (Appendix D)
• Professional Standards
• Job Description
• Competencies
• Code of Conduct
• Personal Development Plan (PDP)
• Training/CPD Needs
• School Plan & Trust Vision
• Objectives
• Mental Health & Wellbeing
• Commitment to Safeguarding and Child Protection
• Satisfactory Completion (or otherwise) of First Probationary Review
• Date of Second Review Meeting (3 months from start date)

 5.1.3  If there are any concerns/problems identified, a Support Plan will need to be   
  completed (Appendix E), as well as a letter to confirm what the concerns are.   
  In such instances the employee should be allowed to be accompanied by their   
  Trade Union representative in any meetings following this.

 5.1.4  After the First Probation Review Meeting has taken place, an Assessment of   
  Performance and a Support Plan (where applicable) must be sent to the employee  
  within 5 working days of this meeting. It is important that the documentation is  
  signed by both the Line Manager and the employee, and a copy to be held on the  
  employee’s personnel file. The employee will have the opportunity to add a   
  comment on either of the documents so that any points of disagreement   
  are recorded.

5.2 Second Probation Review Meeting - Three Months

 5.2.1   A review meeting will be held when an employee has been employed in their new  
  post after a period of three months. The Line Manager will write to the employee  
  using the template at Appendix B to invite them to attend the ‘Second Probation  
  Review Meeting – Three Months’ giving 5 working days’ notice.

 5.2.2  The review meeting should be held between the Line Manager and employee. The  
  Line Manager in discussion with the employee will complete Appendix D   
  – Probation Monitoring Form which must be signed by both parties.  Areas   
  of discussion will include the following which are also outlined in the Workforce  
  Framework (Appendix I):

• Self-Assessment & Line Managers Assessment (Appendix D)
• Professional Standards
• Job Description
• Competencies
• Code of Conduct
• Personal Development Plan (PDP)
• Training/CPD Needs
• School Plan & Trust Vision
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• Objectives
• Mental Health & Wellbeing
• Commitment to Safeguarding and Child Protection
• Checking that all aspects of the General Induction Checklist has been 

completed
• Satisfactory completion (or otherwise) of Second Probationary Review
• Date of Final Review Meeting (6 months from start date)

 5.2.3  If there are any concerns/problems identified, a Support Plan will need to be   
  completed (Appendix E), as well as a letter to confirm what the concerns are.   
  In such instances the employee should be allowed to be accompanied by their   
  Trade Union representative in any meetings following this.

 5.2.4 After the Second Probation Review Meeting has taken place, an Assessment of  
  Performance and a Support Plan (where applicable) must be sent to the employee  
  within 5 working days of this meeting. It is important that the documentation is  
  signed by both the Line Manager and the employee, and a copy to be held on the  
  employee’s personnel file. The employee will have the opportunity to add a   
  comment on either of the documents so that any points of disagreement   
  are recorded.

5.3  Final Probation Review Meeting - Six Months

 5.3.1  The final review meeting must be held when an employee is reaching the end of  
  their ‘Six Month’ probationary period. The Line Manager will write to the employee  
  using the template at Appendix C to invite them to attend the Final Probation   
  Review Meeting giving 5 working days’ notice.

 5.3.2  Following assessment of the employee’s performance, conduct attendance   
  etc., the Line Manager should discuss with the employee whether the    
  employee has met the required aspects within the Workforce Framework   
  (Appendix I) during the probationary period. Line Managers will use the    
  Probationary Monitoring Form (Appendix D) to collate all evidence, analysing the  
  outcome of objectives previously set. If the employee has not met the requisite  
  standards the employee needs to be advised of the reasons of the same.

  All Probationary Monitoring Forms and suggested outcomes will be moderated  
  and standardised to ensure a consistent approach. Where anyone is at risk, a   
  second moderator/external advisor will look at evidence presented, and    
  may request additional evidence if necessary.

 5.3.3 At the Final Probation Review, the Probation Monitoring Form (Appendix D)   
  will need to be completed during the meeting and signed by both the Line   
  Manager and the employee. The employee will have the opportunity to add   
  a comment on either of the documents so that any points of disagreement   
  are recorded.

 5.3.4  There are 3 possible outcomes relating to the Final Review Meeting:

• Satisfactory Completion of Probationary Period
• Extension to Probationary Period
• Termination of Employment - Unsuccessful Probationary Period



     

  EXTENSION TO PROBATIONARY PERIOD

6.1  Where a Line Manager identifies that there has been some improvement in the    
 employee’s performance but has still fallen short of the agreed improvement timescale, a  
 decision will be made on whether to extend the probationary period for a minimum of 1  
 month up to a maximum of 3 months.

6.2  The Line Manager should consult with their HR provider and Headteacher/CEO to   
 extending the probationary period. Any decision made to extend the probationary   
 period will be at the discretion of the Headteacher/CEO.

6.3 If an extension to the probationary period is determined, the Line Manager with support  
 from HR will confirm 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

• If applicable, the performance standards or objectives that the employee is required to 
achieve by the end of the extended period of probation

• If applicable, any support, for example further training, that will be provided during 
the extended period of probation

6.0

 5.3.5 During an employee’s probation, the School Leader/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. The School Leader/Line Manager is also  
  responsible for providing guidance and support and for identifying and arranging  
  any necessary training, coaching or mentoring.

 5.3.6 The outcome of the Final Probation Review Meeting will be confirmed in writing  
  using the template at Appendix G by the Line Manager within 5 working days of  
  this meeting.

5.4  Satisfactory Completion of Probationary Period

 5.4.1 After the Final Probation Review Meeting has taken place, an Assessment of   
  Performance and a Support Plan (where applicable) must be sent to the employee  
  within 5 working days of this meeting. It is important that the documentation is  
  signed by both the Line Manager and the employee, and a copy to be held on   
  the employee’s personnel file. The Line Manager will write to the employee   
  using the template at Appendix F confirming that they have passed their   
  probation within 5 working days of the meeting.

 5.4.2 Upon successful completion of the six-month probationary period the Line   
  Manager must immediately ensure that an annual performance appraisal   
  is arranged. The purpose of an appraisal is to ensure that employee’s performance  
  continues to be appropriately managed, that individual objectives are set and met,  
  and to ensure that employees understand how their work contributes towards the  
  school and Trust (see Workforce Development Policy).
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• A statement that, if the employee does not meet fully the required standards by 
the end of the extended period of probation, one outcome could be that their 
employment is terminated

 See Appendix G - Probation Extension Letter

6.4  Where the probationary period has been extended the Line Manager will explain to   
 the employee at the Final Probation Review Meeting the reasons for the extension,   
 review the Support Plan and refine it to ensure that objectives are clear and that the   
 right support has been made available, or identify alternative mechanisms of support.  
 It is important that a mid-review will take place with the Line Manager, as well as   
 ongoing support from Mentors and peers detailing the additional support that will   
 be given throughout the review process to enable them to reach the required standard.

6.5  At the Final Probation Review, the Probation Monitoring Form (Appendix D) needs to  
 be completed and signed by the Line Manager and employee. The employee    
 will have the opportunity to add a comment on either of the documents so that any   
 points of disagreement are recorded. The employee must be advised that if they   
 fail to improve to the required standards during the extension period, their employment  
 will be terminated.

6.6  The outcome of the Final Probation Review Meeting will be confirmed in writing using  
 the template at Appendix G by the Line Manager within 5 working days of this meeting. 

6.7  An Extended Probation Review Meeting must be held when an employee is reaching   
 the end of their extended probationary period. The Line Manager will write to the   
 employee to invite them to attend the Extended Probation Review Meeting giving   
 5 working days’ notice.
 
6.8  Following assessment of the employee’s performance, conduct, attendance etc., the   
 Line Manager should discuss with the employee whether the employee has met   
 the required standards of the post using the Workforce Framework (Appendix I) during  
 the probationary period. If the employee has not met the requisite standards the   
 employee needs to be advised of the reasons of the same.

6.9  If satisfactory level of performance has been reached, this will be confirmed in writing  
 within 5 working days of this meeting, and the Line Manager must immediately ensure  
 that appraisal objectives are set on completion of probation to ensure that the    
 employee’s performance continues to be appropriately managed, that individual targets  
 are set and met and contribute towards the aims of the Workforce Development Policy.

6.10  Where performance has still not been reached to a satisfactory level, the employee will  
 be informed of the reasons why from the panel, and that they are being dismissed   
 from their employment following the steps outlined in section 7 within 5 working days of  
 the Extended Probation Review Meeting.

7.0
     

  DISMISSAL

7.1 It is the Trust’s policy to normally allow the employee to complete the designated period  
 of probation rather than terminating employment before the probation has come to an  
 end. If, however, there is clear evidence at any time during the period of probation that



 suggests the employee is wholly unsuitable for the role, the Trust may decide to   
 terminate employment before the end of the probation period. In such case a meeting  
 will be held before any decision is made.

7.2  Where the employee’s work performance has remained unsatisfactory and it is    
 considered that further training or support would not lead to them reaching the required  
 standard, the Line Manager will recommend that the employment is terminated.

7.3 Employment may also be terminated where it is suspected that the employee has   
 provided inaccurate or misleading information during the recruitment process at   
 any point during the designated probationary period.

7.4  If, during an employee’s probation, it is suspected or established that the employee does  
 not have the qualifications, experience or knowledge that they have claimed to have at  
 the time of recruitment, the matter will be discussed with the employee to establish   
 the facts. If the evidence confirms that the employee seriously misrepresented    
 their abilities and/or been dishonest about their experience or qualifications, the Trust  
 reserves the right to terminate their employment with immediate effect.

7.5  The employee will be notified of their right to appeal in writing to the Chair of the   
 Appeals Committee.

 See Appendix H - Probation Unsuccessful Letter

8.0
     

  RIGHT TO REPRESENTATION

8.1  Employees can be accompanied by a Trade Union representative/Professional    
 Association or work colleague throughout the review meetings of the probationary   
 process.

8.2  The employee may choose a fellow employee, a Trade Union representative, or an official  
 employed by a Trade Union to accompany them. It is the employee’s responsibility to   
 arrange to be represented. There is no obligation on the chosen representative to accept  
 a request to accompany an employee.

8.3  The employees’ representative can address a probationary meeting and confer with and  
 advise the employee. However, the representative must not answer questions on   
 the employee’s behalf, address the meeting if the employee does not wish it or prevent  
 the employer from presenting their case.

8.4  If the chosen representative is unavailable at the date/time arranged, the employee may  
 request an alternative date and/or time within 5 days of the original meeting date,   
 beginning with the first working day after the day proposed by the school/Trust.
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9.0
     

  ELIGIBILITY TO APPEAL

9.1   Employees have the right to appeal against the decision to dismiss.

9.2  Any notice of intention to appeal against dismissal should be made by the employee in  
 writing to the Chair of the Appeals Committee within 5 working days of written   
 confirmation of the dismissal detailing the grounds of their appeal using the document  
 outlined in Appendix J.

9.3  The employee shall be given 10 working days’ notice, in writing, in advance of the time  
 and place of the hearing, and should provide details of their appeal (Appendix J) 5   
 working days prior to the Hearing. The employee has the right to be represented by their  
 Trade Union representative or work colleague.

9.4  An Appeal Panel will be constituted within 15 working days and shall consist of three   
 governors. It can also involve a HR representative who is present in an advisory capacity.

9.5  The decision of the Appeal Panel and the reasons for it shall be communicated in writing  
 to the employee within 5 working days. The decision of the Appeal Panel will be final and  
 there will be no further appeal.

10.0
     

  MONITORING AND REVIEW

The Trust will review this policy and assess its implementation and effectiveness annually. The 
policy will be promoted and implemented throughout all schools and the central team. And will 
include consultation with the recognised Trade Unions.

11.0
     

  LINKS WITH OTHER POLICIES

• Code of Conduct
• Workforce and Development Policy
• Mental Health and Wellbeing Policy
• Equal Opportunities Policy



Appendix A
One Month Probationary Review Meeting Letter

Probationary Review Meeting - 1 month

Dear <NAME>,

I would like to invite you to attend a meeting on <DATE> at <TIME> in <VENUE OF MEETING> 
with myself and <NAME OF HR OFFICER>. The meeting will be held in accordance with the 
Trust’s Probation Policy.

The purpose of the meeting is to discuss and review your first month with us. This will include a 
discussion around your self-assessment form, performance standards and any concerns.

You have the right to be accompanied at the meeting by a Trade Union representative or work 
colleague.

Please confirm your attendance at this meeting and the name of the individual accompanying 
you (if applicable) by speaking to me in person or sending an email to <EMAIL ADDRESS>. In 
the meantime, please do not hesitate to contact me with any queries. 

Please be advised that if you are unable to attend the meeting on the date and time in question, 
you will need to provide an alternative date for the meeting. This alternative date will need to 
be within 5 working days of the date proposed in this letter.

Yours sincerely,
<YOUR NAME>

Private and Confidential
<Employee Name and Address>



Appendix B
Three Month Probationary Review Meeting Letter

Private and Confidential
<Employee Name and Address>

Probationary Review Meeting - 3 months

Dear <NAME>,

Following our meeting on <DATE OF ONE MONTH MEETING>, I am writing to invite you to 
attend a Second Probation Review Meeting in line with the Probation Policy.

The meeting will be held on <DATE OF MEETING> at <TIME OF MEETING> in <VENUE OF 
MEETING> with myself and <NAME OF HR OFFICER>.

The purpose of this meeting is to review your performance in your role to date, identify any 
support or training needs you may have and to review the objectives set at the First Probation 
Meeting. <IF APPLICABLE> – We will also review the Support Plan that was implemented at the 
first meeting. 

You have the right to be accompanied at the meeting by a Trade Union representative or work 
colleague.

Please confirm your attendance at this meeting and the name of the individual accompanying 
you (if applicable) by speaking to me in person or sending an email to <EMAIL ADDRESS>. In 
the meantime, please do not hesitate to contact me with any queries. 

Please be advised that if you are unable to attend the meeting on the date and time in question, 
you will need to provide an alternative date for the meeting. This alternative date will need to 
be within 5 working days of the date proposed in this letter.

Yours sincerely,
<YOUR NAME>



Appendix C
Six Month Probationary Review Meeting Letter

Private and Confidential
<Employee Name and Address>

Probationary Review Meeting - 6 months

Dear <NAME>,

Following our meeting on <DATE OF THREE MONTH MEETING>, I am writing to invite you to 
attend a Third Probation Review Meeting in line with the Probation Policy.

The meeting will be held on <DATE OF MEETING> at <TIME OF MEETING> in <VENUE OF 
MEETING> with myself and <NAME OF HR OFFICER>.

The purpose of the meeting is to discuss and review your probationary period. This will include 
discussion around what has been achieved as well as any previous concerns raised with you and 
the progress you have made. <IF APPLICABLE> – We will also review the support plan that has 
been implemented.

As this is a six-month probationary review, I must inform you that if the required standards have 
not been met, a decision will be made to either grant an extension to the probationary review 
period or a non-confirmation of your appointment to the role of <insert role>. As per previous 
discussions and correspondence the areas for improvement were highlighted as:

<insert details>

You have the right to be accompanied at the meeting by a Trade Union representative or work 
colleague.

Please confirm your attendance at this meeting and the name of the individual accompanying 
you (if applicable) by speaking to me in person or sending an email to <EMAIL ADDRESS>. In 
the meantime, please do not hesitate to contact me with any queries. 

Please be advised that if you are unable to attend the meeting on the date and time in question, 
you will need to provide an alternative date for the meeting. This alternative date will need to 
be within 5 working days of the date proposed in this letter.

Yours sincerely,
<YOUR NAME>



Appendix D
Probationary Monitoring Form

This form should be completed at every formal stage/meeting and upon final completion. A 
copy needs to be sent to hr@wickersleypt.org as well as uploaded to the employee’s personnel 
file on Core HR no later than 6 months after date of commencement.Information

New employees (support staff) are appointed subject to the satisfactory completion of a six 
months’ probationary period. 

The purpose of the probationary period is to assist new employees to settle in thier jobs 
and allow time for their suitability for the post in question to be assessed and also for the 
employee to consider whether the post is suitable for them.

Further advice on the completion of this form or on the procedure can be obtained from 
hr@wickersleypt.org.

Name of employee:

Job title:

Start date in post:

Date of First Probation Review Meeting:

Date of Second Probation Review Meeting:

Date of Final Probation Review Meeting

Date of Extended Probation Review Meeting

Self-Assessment



Line Manager Assessment

Line Manager’s signature:

Employee’s signature:

Date:

Line Manager’s signature:

Employee’s signature:

Date:



Performance Indicators and Objectives

Performance Indicators Improvement 
Required

Meeting 
Expectations

Exceeding 
Expectations

Commitment to the vision and 
values of the school/Trust

Commitment to safeguarding 
and child protection

Quality of work performance

Professional standards

Quantity of work

Attitude, conduct and 
behaviour

Attendance

Reliability

Relationships with others

Job specific - to be completed 
by Line Manager



Objectives

Objective (SMART) Success Criteria Support/Training Comments

Outcome of Review Meeting

Has the employee satisfactorily completed this stage of the probationary period?
(tick as appropriate)

Yes - continue with work schedule and day to day supervision.

No - a Support Plan should be developed and the employee is informed of possible 
consequences should performance not reach a satisfactory level.

Details of further review (where necessary) with employee views:



Employee’s signature:

Print name:

Date:

Line Manager/Designated Officer’s signature:

Print name:

Date:



Areas of Difficulty Improvement 
Required

Success Criteria Support/Training

Employee’s signature:

Print name:

Date:

Line Manager’s signature:

Print name:

Date:

Appendix E
Support Plan



Appendix E
Probation Successful Letter

Private and Confidential
<Employee Name and Address>

Successful Completion of Probation Period

Dear <NAME>,

Following our Probationary Review Meeting on <DATE OF FINAL REVIEW MEETING>, I am 
pleased to confirm that you have successfully completed your probationary period. 

You have demonstrated during your probationary period that your performance, conduct and 
attendance are of a standard that is acceptable to the Trust. I will shortly be arranging your 
annual performance appraisal, to ensure that you continued to be supported throughout your 
career with Wickersley Partnership Trust.
 
The terms and conditions of employment set out in your original contract of employment 
issued on <DATE> will continue to apply to your position.

Congratulations on your successful probation and thank you for your continuing contribution.

Yours sincerely,
<YOUR NAME>



Appendix G
Probation Extension Letter

Private and Confidential
<Employee Name and Address>

Probationary Period Extension

As you are aware your employment with Wickersley Partnership Trust was subject to a 
probationary period of 6 months which is due to end on <DATE>.

As discussed in the meeting on <DATE> with <ATTENDEES>, your performance has not 
reached a satisfactory standard, particularly in the following areas:

<DETAILS>

The decision has been made to extend your probationary period to <DATE>. This will allow 
you to focus on improving the areas outlined above. As a Trust we are committed to providing 
you with any assistance required in meeting the required standards in line with the Trust’s 
Probationary Policy.

<LINE MANAGER’S NAME> will meet with you on a <WEEKLY/MONTHLY> basis to discuss your 
progress.

In the meantime, please do not hesitate to contact me with any queries.

Yours sincerely,
<YOUR NAME>



Appendix H
Probation Unsuccessful Letter

Private and Confidential
<Employee Name and Address>

Unsuccessful Completion of Probationary Period

Dear <NAME>,

Following our Probationary Review Meeting on <DATE OF FINAL REVIEW MEETING>, I am 
writing to confirm the outcome of the meeting. 

I conducted the meeting, and the meeting was held as a Final Probation Review Meeting in line 
with the Probation Policy. 

I have discussed concerns with your performance/conduct/attendance <DELETE AS 
APPROPRIATE> at previous probation meetings/one-to-ones held on <DATES OF MEETINGS 
HELD>. In addition to this, a Support Plan was put in place on <DATE OF SUPPORT PLAN> and 
reviewed at subsequent probation meetings/one-to-ones. 

The concerns discussed at the Final Probation Review Meeting were:

<LIST CONCERNS/GIVE SUMMARY OF DISCUSSION AT FINAL REVIEW MEETING>

I regret to inform you that I have concluded that you are not suitable for the position of 
<EMPLOYEE JOB TITLE>, and we will not be continuing your employment. 

In accordance with the terms of your employment you are entitled to receive <NOTICE 
PERIOD> and therefore your last date of employment will be <DATE OF TERMINATION>. <IF 
APPLICABLE> – It has been agreed that you are not required to attend work in the meantime. 

Any salary payments due to you will be paid by bank transfer in the usual way. 

You do have the right to appeal this decision if you feel it has been reached unfairly. You must 
submit your appeal in writing to the Chair of the Appeals Committee at <ADDRESS/EMAIL 
ADDRESS> by <DATE – 5 SCHOOL DAYS FROM DATE OF LETTER>.

Yours sincerely, 

<NAME OF PROBATIONER>



RECRUITMENT
INDUCTION/
PROBATION

APPRAISAL/
CPD

Appendix I
WPT Workforce

PROFESSIONAL 
STANDARDS

Support staff = Contract/
Green Book

Teaching staff = Contract/
Burgundy Book

JOB DESCRIPTION
Support staff = Job 

Description
Teaching staff = Teacher 

Standards

COMPETENCIES
Support staff = Support Staff 

Competencies
Teaching staff = Teaching 

Competencies

COMMITMENT TO 
SAFEGUARDING AND 
CHILD PROTECTION

PROFESSIONAL 
STANDARDS

Support staff = Contract/
Green Book

Teaching staff = Contract/
Burgundy Book

JOB DESCRIPTION
Support staff = Job 

Description
Teaching staff = Teacher 

Standards

COMPETENCIES
Support staff = Support Staff 

Competencies
Teaching staff = Teaching 

Competencies

COMMITMENT TO 
SAFEGUARDING AND 
CHILD PROTECTION
CODE OF CONDUCT

SELF ASSESSMENT/PDP
TRAINING/CPD NEEDS

SCHOOL PLAN AND TRUST 
VISION

OBJECTIVES
Based on recruitment scores 

and above

HEALTH AND WELLBEING 
CHECK IN

360 FEEDBACK

PROFESSIONAL 
STANDARDS

Support staff = Contract/
Green Book

Teaching staff = Contract/
Burgundy Book

JOB DESCRIPTION
Support staff = Job 

Description
Teaching staff = Teacher 

Standards

COMPETENCIES
Support staff = Support Staff 

Competencies
Teaching staff = Teaching 

Competencies

COMMITMENT TO 
SAFEGUARDING AND 
CHILD PROTECTION

CODE OF CONDUCT/WPT 
POLICIES

SELF ASSESSMENT/PDP
TRAINING/CPD NEEDS

SCHOOL PLAN AND TRUST 
VISION

OBJECTIVES
Based on above (WD Policy)

HEALTH AND WELLBEING 
CHECK IN

360 FEEDBACK



Appendix J
Appeal Form

Section 1: Your Details

Name:

Job title: 

Workplace address:

Home address:

Date of Disciplinary 
Hearing:

Contact telephone 
number:

Section 2: Grounds of Appeal

Please indicate your grounds for appeal for sections A to E

B) Breach of procedure



If you ticked ‘Yes’, please explain:

• How and where the procedure was not followed
• What effect this has had on the outcome of the Capability Process
• Any evidence not available at the original Hearing that supports this aspect of your appeal
• What prevented you from presenting it

B) The facts of the case

 Yes No

I am appealing on the grounds that the findings at the 
Hearing were unfair.

If you ticked ‘Yes’, please explain:

• The parts or facts you dispute
• The evidence that you believe was given too much or too little weight
• If you are disputing the conclusions that were arrived at by the Chair/panel, please detail 

these
• Any evidence not available at the original Hearing that supports your appeal

C) The action taken was disproportionate

 Yes No

I am appealing on the grounds that the action taken 
was disproportionate to the circumstances of the case.

I am appealing on the grounds that the procedure was 
applied unfairly.

 Yes No



If you ticked ‘Yes’, please explain:

• The sanction that was applied
• The aspect of the outcome that you believe is disproportionate 
• The reason why you believe it is disproportionate
• Any evidence not available at the original Hearing that supports this aspect of your appeal
• What prevented you from presenting it

D) Any other substantial grounds of appeal

 Yes No

I am appealing for another substantial reason.

If you ticked ‘Yes’, please explain:

• The grounds on which you are appealing
• Its effect on the procedure followed
• Its effect on the findings of fact at the original Hearing
• Its effect on the sanction applied
• Any evidence not available at the original Hearing that supports this aspect of your appeal
• What prevented you from presenting it

E) Please provide further details to support your grounds of appeal (supporting evidence 
should be referenced in this section).


