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1. Policy Introduction
1.1	The purpose of the probationary period is to ensure that a Senior Post Holder taking up a new appointment is able to gain a full understanding of the requirements of the post and to achieve a satisfactory level of performance. 

1.2	The probationary process as outlined in this document does not form part of the contract of employment between a Senior Post Holder and the College but is intended to give clarity as to how performance will be supported, monitored and assessed during this period.

1.3	For the avoidance of doubt the College reserves the right not to apply the College’s full capability or disciplinary procedures during the Senior Post Holder’s probationary period.

2.	Policy Statement 
2.1	Probation provides an opportunity for the Senior Post Holder to demonstrate satisfactorily that they have the skills and competencies to do the job to which they have been appointed and as set out in the Job Description. 

2.2	All Senior Post Holders will be given the same period of probation, except in cases where explicit, objective reasons for a variation can be provided. 

2.3	The probationary period will be for 6 months, unless explicit, objective reasons for a variation have been provided, and this will be specified in the contract of employment. There will be formal review/feedback meetings with the Governance, Search & Remuneration Committee at 3 and 6 months. This period may be extended if the required standards of performance are not met (see below). 

2.4	Conduct of Probation Period 
2.4.1	At the outset and during the probationary period the Senior Post Holder will:
•	Receive confirmation of their Line Manager (for all Senior Post Holder’s other than the Principal and Governance Professional the appropriate day-to-day Line Manager will be the Principal.  For the Principal and the Governance Professional the appropriate day-to-day Line Manager will be the Chair of Corporation);
•	Receive appropriate induction activity planned and supported by HR;
•	With their Line Manager, agree with the Corporation the objectives to be achieved including relevant timescales;
•	With their Line Manager, agree any support, training or development requirements; and
•	Have regular informal weekly meetings with their Line Manager to discuss and review progress. 

2.5	Conduct of the Review Process
2.5.1	A review of the performance of the Senior Post Holder by the Governance, Search & Remuneration Committee will typically take place at 3 and 6 months into the probationary period.
2.5.2	When monitoring the Senior Post Holder’s progress, the Governance, Search & Remuneration Committee will take into account evidence available from the Senior Post Holder, the Line Manager, any meeting notes or minutes, Governor Link activity and any feedback from key stakeholders, staff or professional advisors to the College.  This list is non-exhaustive and the Committee reserves the right to consider any available sources of evidence available to the College.
2.5.3	When considering the Senior Post Holder’s progress during the probationary period the following points should be borne in mind: 
i.	Delivery against the agreed objectives/ performance requirements taking into account:
a.	Work quality - Is the Senior Post Holder producing work that is of the requisite quality considered against the seniority of the position and requirements of the role? 
b.	Work pace - Is the Senior Post Holder making good progress in the amount of work which is being done and is the work contributing to the success of the college and enabling the college to successfully meet is strategic priorities?
c.	Standard of work – Is the Senior Post Holder demonstrating that they are capable of performing at the level that is expected of them and that is required in the role? 
d.	Leadership – Is the Senior Post Holder demonstrating clear, robust and impactful leadership of the organisation and their portfolio and are they demonstrating the behaviours expected for their role and making a positive impact on the organisation’s future and its success?
e.	Engagement with key stakeholders – Is the Senior Post Holder demonstrating good engagement and developing strong working relationships with key stakeholders such as staff, learners, external stakeholders and regulatory partners?
f.	Attendance - What is the Senior Post Holder’s record for punctuality, attendance and sickness absence? 
2.5.4	It is recognised that many objectives or requirements of the role may be over a longer period of time and therefore the 3-month review will consider the progress made against those objectives, including any relevant milestones.  If there are difficulties in any of the above areas at the 3-month review, the Governance, Search & Remuneration Committee will investigate why this is so and indicate what improvement is to be made and set these out for the Corporation to consider and approve.
2.5.5	Where, at the 3-month review performance issues are noted, it will be at the Governance, Search & Remuneration Committee’s discretion if an additional review of the probationary period needs to take place at 4.5 months.
2.5.6	Following the 3-month review (or 4.5-month review if appropriate) with the Committee, a letter will be sent to the Senior Post Holder summarising the view of the Corporation. If appropriate this will include specific details of any concerns, the action to be taken to improve performance and/or progress and draw to the attention of the Senior Post Holder that should performance and/or progress not improve within a specified period, a recommendation to dismiss could result.

2.6	Completion of the Probation Period
2.6.1	At the 6-month review, the Governance, Search & Remuneration Committee will again take into account the points detailed above and provide a recommendation to the Corporation on one of the following outcomes:
2.6.2	Following the 6-month review period:
a.	Successful completion
	If at the end of 6 months the Senior Post Holder is judged to have successfully completed the probation period, they will be formally confirmed in post. This decision will be made by the Corporation taking into account the recommendation of the Governance, Search & Remuneration Committee and any associated evidence. A probationary period will not be deemed to have been completed successfully until confirmed in writing. 
b.	Partially Successful 
	If at the end of 6 months the Senior Post Holder is judged to have only partially completed the requirements for successful completion of his or her probation period, the probation period may be extended to 9 months, with a review taking place at the end of the eighth month. In considering whether to recommend to the Corporation that the probationary period is extended, the Governance, Search & Remuneration Committee will consider any support, training and development requirements and whether there is sufficient evidence to suggest that improvement is likely to result in the Senior Post Holder meeting performance standards for the role.  The Corporation will write to the Senior Post Holder outlining the requirements and timescale for any extensions to the probationary period. 
c.	Unsuccessful 
	If, after careful monitoring, formal review, support and guidance outlined above, the Senior Post Holder is judged not to have successfully completed the probationary period, the Governance, Search & Remuneration Committee may recommend to the Corporation that the employment of the Senior Post Holder is terminated.   
2.6.3	General
	The College reserves the right to bring forward the timings of meetings referred to in these procedures should there be performance standards issues which it feels need to be addressed earlier or as a matter of urgency.

3.	Monitoring and Review
	This policy will be monitored by the Governance Professional on a three yearly basis, unless changes in legislation require earlier review. 
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