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INTRODUCTION 
 
This policy is designed to inform employees about probationary periods for new 
employees and employees who have been transferred or promoted into different 
roles.  
 
SCOPE 
 
This Policy and Procedure applies to all employees but does not apply to self-
employed contractors or consultants.  
 
This Policy and Procedure is non-contractual and may be amended or withdrawn at 
any time at the discretion of Wheatley Homes South (WHS), following consultation 
with the Trades Unions. 
 
BASIC PRINCIPLES 
 
This policy is intended to allow both the employee and their manager to assess 
objectively whether or not the employee is suitable for the role. WHS believes that 
the use of probationary periods increases the likelihood that employees will perform 
effectively in their employment. 
 
RESPONSIBILITIES 
 
General responsibilities are outlined in this section for:  
 
Responsibilities of EMT and / or Board 
The Board and Executive Management Team’s responsibilities include, but are not 
to be limited to: 
 

▪ Reviewing this Policy in line with the policy review dates and ensure that it is 

reflective of WHS values and practice 

 
Responsibilities of the Line Managers 
The line managers’ responsibilities may include, but will not be limited to: 
 

▪ Bringing any breach of this policy to the attention of the Human Resources 

department; 

▪ Monitoring an employee’s progression during the probationary period.  

 
Responsibilities of the Employees 
The employees’ responsibilities may include, but will not be limited to: 
 

▪ Bringing any behaviour in breach of this Policy to the attention of the line 

manager or where appropriate to the Human Resources department; and 

▪ Addressing any areas identified by line managers and seeking support of 

their line managers during the probationary period with the aim of 

successfully completing the probationary period. 
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POLICY 
 
Length of probation 
 
WHS’s standard period of probation is six months with an option to extend the 
probationary period by a further period of up to six months. During the standard 
period, there will be two formal Probation Meetings, one at around the time when the 
employee has completed three months’ service and one shortly before the end of the 
six months probationary period. If the probationary period is extended, a further 
formal meeting will be held before the end of the extension. 
 
Extending probationary periods 
 
WHS reserves the right to extend an employee's period of probation at its discretion. 
This will be limited to one extension and the total period of probation will be no 
longer than twelve months. 
 
An extension may be implemented in circumstances where the employee's 
performance during probation has not been entirely satisfactory, but it is thought 
likely that an extension to the probationary period may lead to an improvement, or 
where the employee has been absent from the workplace for an extended period 
during probation. 
 
Before extending an employee's probationary period, their line manager must 
consult with their Head of Service and the Head of Human Resources. If an 
extension to the probationary period is agreed, the line manager will confirm the 
terms of the extension in writing to the employee, including: 
 

▪ the length of the extension and the date on which the extended period of 

probation will end; 

 
▪ the reason for the extension and, if the reason is unsatisfactory performance, 

details of how and why performance has fallen short of the required 

standards; 

 
▪ the performance standards or objectives that the employee is required to 

achieve by the end of the extended period of probation; 

 

▪ any support, for example further training, that will be provided during the 

extended period of probation; and 

 
▪ a statement that, if the employee does not meet fully the required standards 

by the end of the extended period of probation, his/her employment will be 

terminated or, in the case of an existing employee who has been transferred 

or promoted into a different role, WHS's normal capability/dismissal 

procedure will be followed. 

 
Terms of employment during the probationary period 
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During the probationary period, employees will be subject to all the terms and 
conditions of their contracts of employment, including notice period. The amount of 
notice that an employee must give to WHS during the probationary period, if they 
wish to resign is as outlined within their contract of employment, and the amount of 
notice that the organisation must give to the employee of dismissal is as stated in the 
employee’s contract. The employee may receive pay in lieu of the notice period 
together with any outstanding holiday pay.  
 
If the employee is an existing employee who has been transferred or promoted into a 
different role, then WHS's normal capability/dismissal procedure must be followed. 
 
An employee will not be eligible to receive a pay increment and move up their pay 
scale until the probation period is successfully passed.  
 
Line manager responsibilities 
 
Under this policy, the line manager has responsibility for monitoring an employee's 
performance and progress during the probationary period. The line manager must 
ensure that the employee is properly informed at the start of his/her employment 
about what is expected of him/her during probation, for example the required job 
outputs or standards of performance.  
 
Line managers must ensure that all employees captured by this policy are supported 
during their probationary period. If any problems arise, the line manager should 
address these promptly. This will ensure that the employee is aware that some 
aspect of his/her performance or conduct is unsatisfactory and hopefully prevent the 
problem from escalating.  
 
Reviews during probation 
 
The line manager should usually review and assess the employee's performance, 
capability, and suitability for the role informally on at least a monthly basis during the 
employee's probation, and formally at three months and again at the end of the 
probationary period. If the probation is extended, a review must be held before the 
end of the extension period. A clear record on the appropriate form should be made 
of each formal review meeting. A copy of the record should be passed to the 
employee and the original forwarded to the HR department. 
 
During an employee's probation, their line manager should provide regular feedback 
to the employee about his/her performance and progress, and should there be any 
problem areas, raise these with the employee as soon as possible with a view to 
resolving them. The line manager is also responsible for providing guidance and 
support and for identifying and arranging any necessary training or coaching. 
 
End of probation 
 
Shortly before the end of the probationary period, the line manager should conduct a 
final review of the employee's performance and suitability for the job. This will involve 
a meeting with the employee to discuss his/her performance and progress 
throughout the period of probation. The review must be conducted shortly before the 
date on which the employee's probationary period comes to an end. If the 
employee's performance is satisfactory, the line manager should notify the HR 
department to issue a letter of confirmation of appointment to the employee. 
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If the employee's performance has not met the standards required by the 
organisation, the line manager should discuss the matter with the Head of Service 
and HR department before any decision is made to either terminate a new 
employee's employment or, in the case of an existing employee who has been 
transferred or promoted into a different post, follow the WHS’s normal 
capability/dismissal procedure. 
 
Termination of employment 
 
If a new employee's performance while on probation has been unsatisfactory 
(despite support from the line manager and the HR department), the employment 
may be terminated at the end of the period of probation. 
 
It is WHS’s policy to usually allow the employee to complete the designated period of 
probation rather than terminating employment before the probation has come to an 
end. This is to give the employee a full opportunity to come up to the required 
standards. If, however, there is clear evidence prior to the end of the period of 
probation that suggests the employee is quite unsuitable for the role, the line 
manager should consult the Head of Service and the HR department with a view to 
terminating the employee's contract early. In this case, WHS reserves the right to 
give payment in lieu of notice together with any outstanding holiday pay.  
 
Where a decision is taken to terminate the employee's employment, the employee 
must be interviewed and informed of the reason for the termination. The HR 
Department will write to the employee confirming the termination and the reason for 
it, normally within five working days. The employee will be given an opportunity to 
appeal the decision by informing the Head of Human Resources in writing within 5 
working days of receiving notification of the termination of employment.  The 
employee’s written notification should specify the grounds for the appeal. Appeals 
against dismissal will be heard by the next level of Manager, except in the case of 
the Chief Executive, which will be heard by the Board. 
 
If any employee's employment is terminated after the expiry of the probationary 
period, WHS's normal capability/dismissal procedure must be followed. 
 
If the employee is an existing employee who has been transferred or promoted into a 
different role, then WHS's normal capability/dismissal procedure must be followed on 
or before the unsuccessful completion of the probationary period. 
 
GOVERNANCE AND REGULATION 
 
This policy is the responsibility of the Human Resources Department.  
 
The policy is due for formal review every three years.  
 
SANCTIONS 
Any breaches of this policy may be subject to disciplinary action under WHS’s 
Disciplinary Policy.   
 
RELATED / REFERENCED POLICIES 
 
Disciplinary Policy 
 
 
 



WHEATLEY HOMES SOUTH – PROBATION POLICY 

People Services Policy – Wheatley Homes South – Probation Policy – Gender Neutral 
Date Live: 27 September 2022 
Date to be reviewed: October 2025 
 

7 

 
 
 
 
 


