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Abbeyfield The Dales Limited - Policy & Procedure / Good Practice Guidelines  
Policy Ref: S020P  
Effective Date: July 2021  
Next Review Date: July 2024 
 

Probation 
 

1. Background 
Abbeyfield The Dales Ltd. (“ATD”) is committed to employing the highest calibre of employee to 
support us in achieving our mission to enhance the quality of lives for older people. All employees 
go through a contractual probation period as stated in their contract and at the start of their 
employment. 

 

2. Objectives 
ATD is committed to providing services that enhance the quality of life for older people and 
developing services that will meet the needs of future generations. This commitment is based on 
the Mission and Values of ATD. ATD will also comply with all relevant and current legislation. 

The aim of this policy is to explain the purpose of probation, the responsibilities of the employee, 
line manager and HR and actions which need to be taken during the probation period. 

 
3. Scope 

This policy will apply to all employees of ATD, both full and part time during their probationary 
period.  It does not apply to volunteers. 

Performance issues or concerns with regards to employees not within their probationary period 
should be dealt with using ATD’s Disciplinary, Capability or Sickness Absence Policies as 
appropriate. 

 

4. Policy 
4.1. Length & Purpose of the Probation Period 

All new employees go through a probation period at the start of their employment.  The 
length of which is as specified in their contract of employment. The purpose of probation is 
to give managers some time when an employee first begins work to assess whether they are 
suitable for the role. It also allows the employee to decide whether this is the job for them. 

4.2. Roles & Responsibilities 
4.2.1. Line Managers  

During the probation period, the line manager is responsible for: 
• Planning a full induction which includes the completion of the ATD Manager’s 

Induction Guidebook, and any mandatory training required for their role. 
• Confirming the standards expected of the employee in carrying out their job role. 
• Meeting with the employee on a regular basis to discuss performance progress 

and clarify any areas where the employee requires clarification of their job role. 
• Identifying performance issues at the earliest opportunity and liaising with their 

line manager to discuss how to address issues or concerns. 
• Where performance issues are identified, meeting with the employee to set 

standards and timescales for improvements. 
• Conducting supervision meetings; and inviting the employee to a probation 

review meeting towards the end of their probation term. 
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• Notifying recruitment of their decision regarding employment at the end of the 
probation period review meeting. 

4.2.2. Employees 
During their probationary period, employees will be expected to: 
• Achieve set performance standards. This includes (but is not limited to): 

o Ability to effectively carry out all aspects of their job and responsibilities. 
o Acceptable levels of attendance and timekeeping; and 
o Acceptable approaches and attitudes to their work, colleagues and 

residents. 
• Complete all mandatory training scheduled during this time. 

4.3. Performance Issues During Probation Period 
Line Managers should meet with employees on a regular basis, at least once per month, for 
supervision during their probation period and through this identify where employees may 
require further guidance, support, education or training. 

4.4. Invite to Probation Meeting 
The employee will be sent a formal letter of invite by the employee’s line manager. 

4.5. Right to be Accompanied 
The employee has the right to be accompanied to the probation review meeting by a work 
colleague, a Trade Union representative or an official employed by a Trade Union. The 
companion may assist the employee at all stages of the procedure. The companion may 
address the hearing to put and sum up the employee’s case; respond on behalf of the 
employee to any views expressed at the hearing and confer with the employee. The 
companion does not, however, have the right to answer questions on the employee’s behalf, 
address the hearing unless the employee so wishes or prevent the case against the employee 
being explained. 

4.6. Extension of Probation Period 
The probation period may be extended where an employee has failed to demonstrate their 
ability to reach the standards required of their role.  A probation period may be extended 
for up to 12 months. 

Any extension should be confirmed in writing, along with a clear outline of what is expected 
of the employee during this time and a warning that if they do not meet these expectations, 
they are at risk of being dismissed. 

4.7. Non-Confirmation of Employment 
Where an employee has failed to meet standards, after being given additional training, 
guidance or support, and it is felt that no further help of this kind would result in the 
employee achieving these standards, the employee will be asked to attend a meeting to 
discuss the continuation of their employment. 

The manager will inform the employee that they are to attend a meeting in accordance with 
the Probation Policy. The employee will be given full opportunity to state their case before 
a decision is made.  This meeting can be held at any time during the probation period when 
it is felt that the necessary improvements will not be made by the employee. There is no 
need to wait until the end, or near the end of the probation period. 

4.8. Supervision During Induction 
During the probation period the line manager should meet with the employee at least 
monthly for a supervision. 



Reviewed by: Dawn Robinson (Office Manager) / Gwen Green (Director of Support Services) 
Approved by ATD Board: 23/07/2021 

Page 3 of 5 
 

The purpose of supervision during probation is the same as the purpose of supervision at 
any other time; to catch up with the employee, discuss progress, feedback about 
performance and identify any development needs. What is discussed and agreed at 
supervision should be recorded. The employee must sign the record but may indicate if they 
disagree with their manager’s comments. 

Supervision during induction should cover the following: 

• Review of progress, including using the Induction guidebook. 
• Review of training completed; and 
• Identification of any performance issues and any additional learning or development 

needs. 

4.9. Confirming Permanent Employment at the End of Probation 
The line manager will notify HR that either the employee’s performance is satisfactory or 
provide details why they wish to extend the probation period using the Probation Review 
Form. 

Where there are no performance issues and the manager confirms the employee has met all 
the standards and expectations required, the employee’s permanent employment will be 
confirmed in writing by ATD’s recruitment team  upon receipt of the Probation Review Form 
from the Line manager. A copy of this letter will be kept on the employee’s personnel file. 

4.10. Managing Performance Issues 
Where performance issues are identified during the probation period, they should be dealt 
with as soon as practically possible if not immediately. The line manager should arrange to 
meet with the employee and explain their concerns, using examples to illustrate and clarify. 

The line manager should be clear, in writing, what improvements are expected and the 
timeframes these should be made in.  This should be agreed with the employee and where 
appropriate, what can be done to assist the employee achieve these improvements. 

The employee should be warned that failure to achieve these standards may result in them 
not being confirmed in post during their probation period which will result in their dismissal. 

Where the required improvements are not made, consideration should be given to what 
next steps are appropriate. Where the line manager feels that the required improvements 
could be made given further time, training, support or guidance, the line manager should 
meet with the employee to discuss and agree this. 

However, in some circumstances, it may be clear that it is unlikely that the required 
improvements can be made even with further time, training, support or guidance. 

In these circumstances, line managers should first contact ATD’s consultants to discuss the 
details of the situation and obtain advice and guidance as to what to do next. 

4.11. Dismissing an Employee During Probation 
Where it is felt that an employee’s performance will not improve to acceptable levels, even 
with further time, training, support or guidance and where other options that may be 
explored are not considered viable, the course of action may be to dismiss the employee 
because they are unsuitable for the role for which they were recruited. 

No action should be taken without first obtaining advice and guidance from ATD’s 
consultants when applicable. 

Where it is agreed that this action is to be taken, the line manager will meet with the 
employee. 
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A written record will be kept of the proceedings of the meeting with the format as follows: 
• The line manager may conduct the meeting alone or with another manager present as 

appropriate and with a minute taker. 
• The employee’s line manager will summarise the reasons why the employee’s 

performance is below the expected standard, detailing the support, guidance and 
training which has previously been put in place. 

• The employee will have the opportunity to ask questions of their line manager. 
• The employee will then set out their case in relation to the alleged poor performance, 

including any mitigating circumstances which they feel may explain the poor 
performance. 

• The line manager will ask any further questions necessary before coming to a decision. 
The line manager may adjourn the meeting to do so, including contacting HR for further 
guidance if necessary; and 

• The line manager will write to the employee within 5 calendar days of the meeting taking 
place unless further time is required for investigation/exceptional circumstances at 
which point the employee will be notified of such a delay in writing with an outline of 
the proposed outcome scale. 

 

5. Finance, Value for Money & Social Value 
Adherence to this policy is crucial to prevent costly tribunal cases following an actual or perceived 
unfair dismissal claim, or claim for harassment etc. 

 

6. Supported Appendices 
Probation Review Form 

 

7. Linked Policies 
Recruitment and Selection (S021P)  
Disciplinary (S008P)  
Capability (S004P) 
Sickness & Absence (S024P) 

 

8. Legislation/Regulation 
N/A 
 

9. Review 
Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
Induction Workbook and Induction Guidelines for Managers 
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