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PROBATIONARY SCHEME FOR 
SUPPORT STAFF ON GRADE 6 - 10
Aim of the Scheme

The aim of such a probationary scheme is to ensure that support staff appointed to posts within the University of Stirling on grades 6 – 10 are given appropriate guidance, opportunity and training in order to enable them to carry out the duties of their job to the required standard.

Application of Probation

Members of support staff appointed to posts on grades 6 - 10 will normally be required to satisfactorily complete a probationary period 6 months.  This should, in most cases, cover all the main duties involved in the job.  In cases where the appointment is made subject to satisfactory completion of a probationary period this will be specified in the letter of appointment sent by the Human Resource Services, together with a copy of the probationary scheme.   At the end of the 6 month probationary period, the University will require to be satisfied that the probationer has demonstrated the satisfactorily performance of the duties of the post for which they have been employed.

On appointment, a probationary supervisor should be identified to act as a mentor to the probationer.  This will normally be the probationer’s direct Line Manager.  The Head of School/Service Director is also expected to take an active role in offering guidance throughout the probationary period, as required and in the absence of the Line Manager.  The probationary supervisor should be someone who is closely involved in the post and will be able to provide the necessary level of supervision, guidance and support to the probationer throughout the probationary period.  It will be the responsibility of the probationary supervisor to ensure that the probationer has a clear understanding of the duties that they will be expected to carry out.  It will also be the responsibility of the probationary supervisor to give the appropriate guidance and the means to enable the probationer to carry out the tasks to the required level of competence, as outlined in the job description for the post.  The overall responsibility for completion of probation will lie with the Head of School/Service Director.

Training and Development

The probationary supervisor will have the responsibility of identifying any training needs that the probationer may have and ensuring that the relevant learning takes place.  The staff within HR  will advise on the most appropriate form of training intervention, for example on-the-job training, attendance at workshops or courses, self-directed learning, desk research, job-shadowing, computer-based training or project work.  Staff new to the University will be required to attend the mandatory courses : General Staff Induction and Health and Safety; it may be appropriate for them to attend national courses such as Universities Scotland “Induction Course for New Administrators”.

Heads of Schools/Service Directors should ensure that on appointment to post, sufficient training budgets exist to meet any potential needs.

Procedure

Throughout the probationary period, the probationary supervisor will meet regularly with the probationer to offer guidance and to discuss progress and performance of the main aspects of the post as described in the job description.  The probationer should be encouraged to discuss any aspects of the post that they are experiencing difficulties with so that these can be resolved at the earliest opportunity.  Equally, any problems in performance should be discussed with the probationer and appropriate advice given.  Written details of the discussion should be recorded for future reference, should this be required.
Matters to be discussed should include the following :

Assimilation and acclimatisation into office and University culture ;

Work output – progress made ;

Work quality – standard of work being produced, effectiveness of managing people (where relevant) ;

Attendance – punctuality, sickness record ;

Matters arising – any problems and /or training needs and participation in and success of training       undertaken

During such discussions, if problems are highlighted from either side which are considered to be of a serious enough nature to lead to a potential non-confirmation of appointment, then the appropriate Human Resource Partner should be notified immediately.  A meeting will then be arranged between the Head of School/Service Director/probationary supervisor, the probationer and the HR Partner in order to discuss the issues requiring attention.   The details of the discussion will be reported to the probationer in writing from the relevant HR Partner. 

Any further training needs identified should be addressed in consultation with HR.
Completion of Probation   

During the 6th month of probation, a final report should be prepared by the probationary supervisor and signed off by the Head of School/Service Director indicating that the probationary period has been successfully completed.  This should then be forwarded to the relevant HR Partner.   

In cases where the Head of School/Service Director and probationary supervisor consider that the probationer is judged to have not achieved the required level of performance during the period of probation, advice should be sought from the relevant HR Partner.  A meeting will be then be arranged between the HR Partner, the probationer and the Head of School/Service Director/Probationary Supervisor to discuss the reasons for the recommendation of unsatisfactory completion of probation and consider any additional representations made by the probationer.  It exceptional cases, a short extension of probation may be considered appropriate (see below). If, however it is considered that the appropriate level of performance has not been met and is unlikely to be changed by an extension then the case may be considered by a group of senior academic-related officers comprising of the University Secretary who will act as Chair, the Director of Information Services and the Director of Human Resources and, where appropriate (if relating to an academic department) senior representative of the department.  Where a decision for non-confirmation is upheld, then the contract of appointment will be terminated and this will be notified to the probationer in writing from HR Services. 

Probationers who do not pass their probation at the end of their probationary period will be given three months’ notice of the termination of contract.   Probationers will have the right to appeal against such a decision by writing to their HR Partner within 7 calendar days of receiving notification of their non-confirmation of appointment.  Appeals will be considered by Senior Officers who have not previously been directly involved in the case.

Extension of Probation

In exceptional cases, an extension of up to 3 months may be considered where the probationer has not achieved the required level of performance during the probationary period.  Applications for such extensions should be discussed with the relevant HR Partner in the first instance.

Absence during Probation
Any significant periods of absence during the probationary period will automatically be discounted from the overall period of probation with an equivalent period of time being added to the probationary period.

 PROBATION REPORT FORM

SUPPORT STAFF ON GRADES 6 - 10
Name : ……………………………………..  
School/Service : …………………...............
Head of School/Service Director/Probationary Supervisor : …………………………..
Date of probationary meeting …………………………………………………………..

1. Comment on the performance of the probationer in the following areas :

i) Which aspects of the job description have been performed satisfactorily, taking into account accuracy and number of times performed) ?

ii) Are there any aspects of the job description which have been performed unsatisfactorily?
iii) Does the probationer work well with colleagues within the department, outside of the department and with members of the public (where appropriate)?

iv) Has the probationer’s attendance record been satisfactory?  Where appropriate, please state number of days absent.  Is the probationer’s time-keeping satisfactory?

2. Overall Assessment of Performance

Describe the probationer’s performance in carrying out the main aspects of the job as outlined in the job description :

a) Excellent

b) Good 

c) Reasonable, but requiring improvement

d) Poor

3. Specific areas requiring improvement

Outline any specific areas that require improvement.  Please state what help and/or guidance will be provided to the probationer in order to assist them in achieving the appropriate standard required, including any training needs that have been identified.
4.
Recommendation
Do you recommend that the probationer has satisfactorily completed their period of probation and should therefore be recommended for confirmation in post?

YES …………….

NO ……………..

If you have ticked “NO” to the above, please specify why you have done so.

Please also indicate whether you would like to discuss an extension of probation with your HR Partner
5.
Probationer’s Comments

I confirm that I have seen and discussed this report with my probationary supervisor and Head of School/Service Director and have the following comments :

Signature of Probationer : ………………………….
Date :  …………………..
Probationary Supervisor : ………………………….
Date : …………...............
Head of School/Service Director ……………………. Date : …………...............
