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	Probation Form – Support and Research Staff



Information for staff

Probation applies to all staff who have not yet completed a probationary period with QMUL. Your probation period will run for 12 months, unless your contract is for a shorter period, in which case you will be on probation for the length of your contract.

During the probation period, your manager will monitor your progress. They will ensure that you are given as wide a range of work as possible, within the scope of your job description and work programme.

Using the work you do as evidence, they will assess you against the skills, abilities and experience required for the job. These are normally set out in the person specification for your job.

You will be formally assessed at three month intervals: normally after 3, 6 and 9 months. The probation process is designed to give you the support, time and opportunity you need to:

· develop the skills required in your new role

· become familiar with QMUL and its way of doing things.

Your manager will raise any concerns they have openly, in good time, and keep written notes, which you are entitled to see. The formal meetings are recorded on this form. You will be given a copy of each relevant section as it is completed.

Your manager may opt to extend the probation period if, for example, it is interrupted.

You would only be dismissed before the probation period is complete if:

· there are very serious concerns about your performance; and

· your manager is convinced that these could not be remedied within the scope of the probation period.

If your work performance is to the standard QMUL requires, your manager will confirm that you have successfully completed the probation period. If it is not, you will be dismissed with notice. However, you will have a right of appeal.

Information for managers

Read the “information for the employee” section on page 1 and the Code of Practice on Probation. These describe the basic probation process. This form is designed to enable you to record your assessment of the employee’s performance on a systematic basis.

Criteria to be assessed

First, meet with the employee to set up the probation process. At this meeting, you should discuss with the employee the skills, abilities and experience they will need to demonstrate in the role. Most managers have already identified these in the person specification for the job.

It may also be useful to consider if any developmental needs for this specific employee were identified and recorded during the appointment process.

During the probation period, and depending on your work priorities, you may be able to design the employee’s work programme to enable them to show their abilities across all the key areas of the role. Clearly, you do not have to assess all the criteria at each stage. This can be done across all three reviews.

Meeting to set up the probation process

At the set up meeting:

· establish what criteria you intend to assess at the first assessment meeting

· record these in the “criterion to be assessed” column on page 5 of this form.

· discuss how the work the employee is doing will give evidence of their ability.
Assessment meetings

At each of these you should:

· decide whether or not the employee has achieved the standard required in the criteria that you identified for assessment in the period;

· establish the criteria to be assessed over the next period and record these on the appropriate page of the form;

· discuss how the work the employee is doing will give evidence of their ability.

Work-based evidence for assessment

Record relevant evidence from the work the employee has done.

Standard met

Where the employee is not working to the standard required:

· explain how they are falling below the standard

· offer reasonable training, guidance and other support

· give the employee reasonable time to achieve and maintain the standard of work you require.

Keeping HR informed

After each meeting, forward copies of the relevant pages to the HR department, who will file them on the employee’s personal file.

Completing the form on-screen
This is a Microsoft Word document. In Word, it is only possible to complete the tick boxes in forms if the document is protected. However, “cut and paste” and “spell check” work best if the document is unprotected. You can toggle between “Protect Document” and “Unprotect Document” using the “Tools” menu in Word. 

Outline of the Probation Process

	Probation flow chart
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To be completed in the HR Department
	The new entrant and their job

	Employee’s name:
	     

	Job Title:
	     

	Department/School/Institute
	     

	Location
	     

	Manager’s name
	     

	Manager’s job title
	     


	Key dates, managing the process

	Date employee appointed
	     

	Date of set-up meeting 
	     

	Date of 1st assessment 
	     

	Date of 2nd assessment 
	     

	Date of 3rd assessment
	     

	Date probation is due to end
	     


	HR contact

	HR contact name:
	     

	Phone number:
	     

	E-mail address
	     


Instructions on the set-up meeting
Normally carried out within 1st month of employment
To be completed by the manager and the employee.
Meet with the employee, in the first month of employment, to set up the probation process. Ensure that by the end of the meeting, all the relevant parties have diarised all the scheduled probation review meetings (see pages 2 and 3).

Discuss with the employee the skills, abilities and experience they will need to demonstrate in the role. These can normally be identified from:

· any conditions, standards or development programmes specified by the appointment panel

· the person specification for the job

· conditions or objectives specified in the offer letter or contract

Plan to cover all the key areas across the three scheduled probation reviews - you don’t have to assess on all the measures at all of the reviews.

At the “set up” meeting:

· discuss and agree the targets and criteria you intend to assess at the first assessment meeting. Take into account any limitations imposed by the employee’s work programme. Don’t set out to assess what cannot be demonstrated in the period.

· record these directly onto the form in the “First Assessment” section (page 5) - in the column headed “Criteria to be assessed”. You can then use this information (without having to transfer it from another place) to review progress at the first assessment meeting, when you will complete the light blue boxes.

· discuss the kind of evidence you are looking for in the work the employee is scheduled to do. Clarify what it is that the employee has to do to show that they have the skills and abilities you are looking for. 
	Management check list

	 FORMCHECKBOX 

I have discussed and agreed with the new entrant the criteria to be assessed at the first probation assessment meeting

 FORMCHECKBOX 

I have recorded these on page 5 of this form

 FORMCHECKBOX 

I have diarised the date(s) for the first assessment

	Manager’s signature
	Date of signature

	
	     


	Employee comments and signature

	Employee’s comments

	     

	Employee’s signature
	Date of signature

	
	     


First assessment meeting
Normally carried out after 3 months of employment
To be completed by the manager and the employee
	Probation Assessment of:

	Employee name:
	     
	Job title
	     


	Section 1

	Criteria to be assessed 1
	Standard

required 2
	Work-based evidence for assessment and comments

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     


1 Complete as many boxes as necessary. Normally the criteria to be assessed are agreed and recorded at the set up meeting. Please don’t forget to agree and record the criteria to be assessed at the next assessment meeting. Record them on page 7.  
2 The tick boxes “Fully met”, “Part met” and “Not met” are highly reductive. It may be that a new entrant doesn’t entirely meet the criterion simply because little work was available through which the employee could demonstrate their competence. In that case you would tick the “not met” or “part met” box but  ensure in the comments  box that you record the reason why the criterion was not fully met. An employee should not normally fail their probation if they have not had the opportunity to show their skills.
Please go to section 2 on the next page

	Section 2: Conduct and disciplinary issues

	Brief description of any issues and action taken to address them (if applicable):

	     


	Section 3: Attendance, timekeeping and sickness issues

	Brief description of attendance record and any action taken to address issues (if applicable):

	     


	Section 4: Development needs/support required in the next assessment period

	Brief description of any training needs identified, support offered or other measures to improve performance. Don’t forget to review these measures at the next assessment meeting.

	     


	Section 5: Management recommendation

	 FORMCHECKBOX 

Proceed to next stage of probation. Complete the management check list at the foot of the page.

 FORMCHECKBOX 

Recommendation that the employee should be dismissed. (Consult HR before you make such a recommendation.)

	Manager’s signature
	Date of signature

	
	     


	Section 6: Employee comments and signature

	Employee’s comments
     

	Employee’s signature
	Date of signature

	
	     


	Section 7: Manager’s check list

	 FORMCHECKBOX 

I have discussed and agreed the criteria to assess at the next probation meeting, including issues raised in the “development needs/support” box on this page.

 FORMCHECKBOX 

I have recorded these on the next page of this form.

 FORMCHECKBOX 

I have diarised the date(s) for the next assessment


Second assessment meeting
Normally carried out after 6 months of employment
To be completed by the manager and the employee

	Probation Assessment of:

	Employee name:
	     
	Job title
	     


	Section 1:
	
	

	Criteria to be assessed 1
	Standard

required 2
	Work-based evidence for assessment

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     


	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     


3 Complete as many boxes as necessary. Normally the criteria to be assessed are agreed and recorded at the first assessment meeting. Please don’t forget to agree and record the criteria to be assessed at the next assessment meeting. Record them on page 9. 
4 The tick boxes “Fully met”, “Part met” and “Not met” are highly reductive. It may be that a new entrant doesn’t entirely meet the criterion simply because little work was available through which the employee could demonstrate their competence. In that case you would tick the “not met” or “part met” box but  ensure in the comments  box that you record the reason why the criterion was not fully met. An employee should not normally fail their probation if they have not had the opportunity to show their skills.
Please go to section 2 on the next page

	Section 2: Conduct and disciplinary issues

	Brief description of any issues and action taken to address them (if applicable):

	     


	Section 3: Attendance, timekeeping and sickness issues

	Brief description of attendance record and any action taken to address issues (if applicable):

	     


	Section 4: Development needs/support required in the next assessment period

	Brief description of any training needs identified, support offered or other measures to improve performance. Don’t forget to review these measures at the next assessment meeting.

	     


	Section 5: Management recommendation

	 FORMCHECKBOX 

Proceed to next stage of probation. Complete the management check list at the foot of the page.

 FORMCHECKBOX 

Recommendation that the employee should be dismissed. (Consult HR before you make such a recommendation.)

	Manager’s signature
	Date of signature

	
	     


	Section 6: Employee comments and signature

	Employee’s comments

	     

	Employee’s signature
	Date of signature

	
	     


	Section 7: Manager’s check list

	 FORMCHECKBOX 

I have discussed and agreed the criteria to assess at the next probation meeting, including issues raised in the “development needs/support” box on this page.

 FORMCHECKBOX 

I have recorded these on the next page of this form.

 FORMCHECKBOX 

I have diarised the date(s) for the next assessment


Third assessment meeting
Normally carried out after 9 months of employment
To be completed by the manager and the employee

	Probation Assessment of:

	Employee name:
	     
	Job title
	     


	Section 1:

	Criteria to

be assessed 1
	Standard

required 2
	Work-based evidence

for assessment

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     

	     
	 FORMCHECKBOX 

Fully met

 FORMCHECKBOX 

Part met

 FORMCHECKBOX 

Not met
	     


5 Complete as many boxes as necessary. Normally the criteria to be assessed have already been agreed and recorded at the second assessment meeting. 
6 The tick boxes “Fully met”, “Part met” and “Not met” are highly reductive. It may be that a new entrant doesn’t entirely meet the criterion simply because little work was available through which the employee could demonstrate their competence. In that case you would tick the “not met” or “part met” box but  ensure in the comments  box that you record the reason why the criterion was not fully met. An employee should not normally fail their probation if they have not had the opportunity to show their skills, though this may be a good reason to extend probation.
Please go to box 2 on the next page

	Section 2: Conduct and disciplinary issues

	Brief description of any issues and action taken to address them (if applicable):

	     


	Section 3: Attendance, timekeeping and sickness issues

	Brief description of attendance record and any action taken to address issues (if applicable):

	     


	Section 4: Development needs/support required in the next assessment period

	Brief description of any training needs identified, support offered or other measures to improve performance. Don’t forget to review these measures at the next assessment meeting.

	     


	Section 5: Management recommendation

	 FORMCHECKBOX 

Recommendation to confirm appointment.

 FORMCHECKBOX 

Recommendation that the employee should be dismissed. (Consult HR before you make such a recommendation.)

 FORMCHECKBOX 

Recommendation that the probation period should be extended. (Again, consult HR)

	Manager’s signature
	Date of signature

	
	     


	Section 6: Employee comments and signature

	Employee’s comments

	     

	Employee’s signature
	Date of signature

	
	     


Transfer staff who successfully complete their probation on to the QMPDS scheme
	Planning of the Year Ahead

You should discuss and agree key objectives or targets and any personal development plans with your manager during your final probation assessment using the Queen Mary Performance and Development Appraisal Scheme documents which can be found at the link below:

http://www.hr.qmul.ac.uk/procedures/appraisal/index.html


	
	1
	September 2013


	
	2
	September 2013



[image: image2.png]