HUMAN RESOURCES
Probation Procedure

1. Introduction & Aims

1.1. The London School of Hygiene & Tropical Medicine (LSHTM) (referred to
as “the School” in this document) aims to create a positive and inclusive
working environment that encourages the recruitment, development and
retention of excellent staff using efficient systems and processes to
support the delivery of the School’s Mission and Strategy.

1.2. The aim of this procedure is to set a framework for line managers / Heads
of Departments on how to manage the performance and conduct of new
staff members during t
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2.3.
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3.6.

In exceptional cases where there may be major differences between a
previous and a new role, a new probationary period of six months may be

required.

Key Responsibilities of Line Managers and Probationers during the
Probation Period
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6.

5.2.

5.3.

5.4.

5.5.

Departments and Faculty. It is expected that induction meetings should
take place within a week of the probationer commencing employment.
Probationers should also attend the School’s induction day.

Line managers should use the Induction & Probation Checklist as a
framework to guide them through the induction and probation processes.
The checklist contains typical examples of tasks and key responsibilities
probationers need to know at different stages of each process. This
information should be collated by line managers or nominated person (for
example, it may already be held centrally within the admin team).
Checklists are intended to be used as working documents so that activities
can be signed off once completed.

Departments are encouraged to keep a copy of the document as a record
that the checklist has been completed. It is also a requirement of the
probation process that checklists are completed and returned along with
other probation documentation to HR once probation is complete.

Line managers should ensure that any identified development / training
needs are structured to enable probationers to work towards competent
performance by the end of the full probationary period. It is also expected
that probationers will be self-motivating and take appropriate
responsibility for considering and identifying development needs within
the context of their role and taking account of their career development.

It is a requirement that all staff providing postgraduate teaching and
involved in supervising doctoral students should receive appropriate
training. Completion of Module One of the School’s Postgraduate
Certificate in Learning and Teaching (PGCILT) is a condition for promotion
to Associate Professor. Probationers should consult with the relevant
Faculty Taught Programme Director if unsure what training should be
done. The TED intranet pages provide information on training courses in
education-related skills, including PGCILT.

Setting Objectives

6.1.

Objectives are goals, which should be

Page 4 of 14
Probation-Procedure 2 V2






7.2.

HR after the final review meeting. In cases where difficulties have

arisen during the probationary period, line managers should contact
the HR Partner team for advice.

7.1.6. The purpose of review meetings is to formally assess and document
the standards of work performance, conduct and attendance of
probationers against the targets set at the first probation meeting
and to identify any further support, training or guidance, which is
required.

7.1.7. Formal review meetings should be set up in advance so that both
parties have time to prepare. Probationers can be accompanied at
these meetings by either a work colleague or a Trade Union
representative if serious performance issues have been identified and
dismissal is a possible outcome.

First Probation Meeting

7.2.1. This meeting should normally take place within the first month of
employment.

7.2.2. The purpose of the meeting is to clarify and agree expectations /
objectives for the probation period and to schedule regular
probation review meetings.

7.2.3. At this meeting line managers should:

 Clarify the duties and responsibilities of the probationer in line
with their terms and conditions of employment and their job
description (providing them with a copy), which should include:

o0 Key aspects of the role; o Policies and procedures
that must be followed; o Deadlines which need to be
adhered to; o Relationships with staff members within
the team,

Department and / or School; o Working hours —
including any flexitime arrangements / processes;

o Working environment; o Health and Safety; o
Security arrangements; o Training and development
needs, including mandatory training and mentoring
opportunities;
 Identify and agree objectives outlining what needs to be
achieved during the probationary period. These objectives need
to be SMART (Specific, Measurable, Achievable, Realistic and

Time-limited) and include a discussion about what support
should be given to the probationer in order to achieve them;

» Agree dates for further review meetings.
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7.3. Review Meetings

7.3.1. Line managers should ensure that the first and final review meetings
are held with probationers within the recommended timescales
specified in Section 7 — ‘Probation Meetings’ paragraph 7.1.2 of this
procedure.

7.3.2. As part of the first and final review meetings, line managers should:

» Praise good performance and achievements made so far;

» Discuss the probationer’s performance against the
requirements of the position identified in the job description;

» Discuss the probationer’s performance against any objectives
and targets set at the initial meeting;

» Review time keeping and attendance, including sickness
absence;

» Review training completed and agree any further development
needs;

» Check that all mandatory training has been completed;

* Identify any areas of performance, conduct and / or attendance
that need improving — identifying the standards required and
how this can be achieved,

» Provide support and guidance;
* Be sensitive to issues of equality and diversity, seeking
guidance as appropriate;

» Document details of the review meeting on probation forms
and agree this with the probationer.

8. Dealing with Unsatisfactory Progress

8.1. Where line managers are concerned about the progress of probationers
on the grounds of under-performance, line managers must consult HR
immediately.

8.2. Depending upon the degree of under-performance, line managers may
alter the prescribed timescales of review meetings (having consulted HR).

8.3.  Where line managers and HR agree that it is appropriate, a member of HR
may attend review meetings. In such circumstances, probationers may be
accompanied by a Trade Union representative or a work colleague.

8.4. Where probationers are under-performing, an agreed plan of support,
training and development should be implemented to enable probationers
to improve their performance, where possible.
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not be confirmed in post, probationers could have their employment
with the School terminated.

9.4. Line managers should confirm in writing to HR the details and actions of the
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10.4. If at the end of the probation period a probationer’s work performance,
conduct and attendance have been satisfactory and have met with the
requirements of the post for which they are employed, their line manager
should complete the final section of the Probation Review Form (signed
by the probationer and their line manager) to indicate that the
probationer’s appointment should be confirmed. A copy of the completed
form should be retained by the Department, in line with data protection
guidance. A copy of the completed Probation Review Form should be sent
to HR by the Department to trigger the issuing of the confirmation letter.

11. Formal Procedure for Non-Confirmation of Post

11.1. Overview

11.1.1. Where probationers fail to achieve the expected standards of
performance for their role, probationers may not be confirmed into
their post and dismissed with notice or pay in lieu of notice. Before
initiating the formal procedure, advice should be sought from an HR
Partner, who should also be present at the hearing.

11.1.2. In such cases and following the process outlined in Section 8 of this
procedure (‘Dealing with Unsatisfactory Progress’) line managers
may initiate the formal procedure for non-confirmation of post at
any time during the probationary period.

11.1.3. To initiate this formal procedure, a probationer’s line manager must
compile a summary probation report for the Chair of the Probation
Hearing, which usually is the line manager’'s manager, to include all
relevant information to support the view that the probationer is
under-performing.

11.1.4. Upon receipt of the summary probation report, the Chair of the
probation hearing should write to the probationer giving a minimum
of five working days’ notice of the hearing. The probationer should
also be sent copies of any relevant paperwork to support the view
that they are under-performing. The probationers should be
informed of their right to be accompanied by a Trade Union
representative or a work colleague.

11.2. Probation Hearing

11.2.1. The Probation Hearing should be chaired by the relevant line
manager’s manager or a manager of an equivalent grade from
another Department or Faculty.

11.2.2. Other attendees at the Probation Hearing should include;

* The probationer;
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A Trade Union representative or a work colleague if requested,;
A Human Resources representative; « The probationer’s line
manager and,;

A note taker.

11.2.3. During the Probation Hearing, the Chair should:

Ask the line manager to give the reasons for considering
nonconfirmation in post - these should be explained clearly;

Ask the line manager to confirm the areas of unsatisfactory
performance citing relevant evidence / examples of problems /
issues;

Allow the probationer to fully state their case and respond to
identified concerns;

Ensure that due consideration has been given to issues of
equality and diversity and any other issues pertinent to the
individual case;

Adjourn the hearing once all information has been gathered in
order to consider all evidence and for a decision to be taken;

Reconvene the hearing and state clearly the decision that has
been taken and the reasons for the decision.

11.2.4. All parties should have the opportunity to ask questions during the
hearing. Probationers can also call witnesses. Where probationers
wish to call witnesses, requests must be made to the Chair at least
two working days before the hearing.

11.3. Probation Hearing Outcome

11.3.1. The Chair should decide the outcome of the probation hearing,
which may be to:

Revert to an informal approach;
Take action under an alternative school policy (e.g. Disciplinary);

Review the job description, responsibilities, reporting line and /
or contract terms;
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11.3.3. Termination of employment during the probationary period (original
or extended) will be subject to the probationer’s contractual notice

period or pay in lieu of notice where appropriate.

11.3.4. Where a decision is taken not to confirm a probationer’s employment,
letters to probationers should confirm reasons for the decision, final
date of employment and arrangements for notice period and / or pay
in lieu arrangements. Probationers should also be advised of their right

to appeal.

11.4. Right to Appeal

11.4.1. Where a probationer’'s employment has not been confirmed during
or after the probation period, they have the right to appeal against
dismissal on any of the following grounds:
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such cases, the School will consider providing appropriate reasonable
support / adjustments during formal proceedings. Panel members should be
advised of any reasonable adjustments to be made.

12.7. Records associated with the process should be maintained by HR. These
should be kept confidential and retained in accordance with the Data
Protection Act [1998].

12.8. Time limits are indicated and included in the procedures in order to ensure
that matters are dealt with promptly and without undue delay. Neither the
School nor probationers should unreasonably delay meetings, decisions or
confirmation of decisions. However, in complex matters it may be appropriate
to extend time limits provided in this procedure.

Accessibility

If you require any document in an alternative format, for example, in larger print,
please contact Human Resources.

Related Documents and Forms
Probation Policy

Induction and Probation Checklist
Probation Review Form

October 2017ver, in complex matters it may be ents
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https://lshtm.sharepoint.com/Services/Human-Resources/Documents/Probation%20Policy.pdf
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/Probation%20Policy.pdf
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/INDUCTION%20AND%20PROBATION%20CHECKLIST.docx
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/INDUCTION%20AND%20PROBATION%20CHECKLIST.docx
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/INDUCTION%20AND%20PROBATION%20CHECKLIST.docx
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/INDUCTION%20AND%20PROBATION%20CHECKLIST.docx
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/PROBATION%20REVIEW%20FORM.docx
https://lshtm.sharepoint.com/Services/Human-Resources/Documents/PROBATION%20REVIEW%20FORM.docx

