COLLEGE EMPLOYERS’ FORUM

CIRCULAR No: CEF 2009/12

16 October 2009

To:
Directors/Principals of Institutes of Further Education


Chairpersons of Governing Bodies of Institutes of Further Education

DEL Further Education Branch

DE Salaries Branch

Education & Library Boards

UCU

NASUWT

ANIC

FURTHER EDUCATION LECTURERS’ PROBATION SCHEME FROM 1 SEPTEMBER 2009 

1. In accordance with the provisions of Article 11, Schedule 3, paragraph 10.3 of the Further Education (Northern Ireland) Order 1997 and the Constitution for Negotiating the Salaries and Conditions of Service of Lecturers Employed in Incorporated Colleges of Further Education, it has been determined that from 1 September 2009, the attached Probation Scheme shall apply following formal agreement at the Lecturers’ Negotiating Committee by Management and Staff Sides on 13 October 2009.
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Brian Acheson

Chairman

College Employers’ Forum

Enc

P R O B A T I O N

P R O C E D U R E S

SEPTEMBER 2009

PROBATION PROCEDURES – FINAL VERSION – SEPTEMBER 2009
This scheme applies to staff whose Conditions of Service are negotiated through the Lecturers’ Negotiating Committee.
1
PURPOSE
The purpose of a probationary period is to ensure that a postholder taking up a new appointment is, within a reasonable period of time, able to gain a full understanding of the requirements of the post and to achieve a satisfactory level of performance. The first twelve months in post are deemed to be the probationary period.
2   
SCOPE

This procedure applies to new postholders, except Director / Chief Executive, appointed to the College. Employees on Casual Contracts and those with temporary or Fixed Term Contracts of less than 12 months are excluded.
3
PRINCIPLES


Definition and Purpose of Probation Period 
Probation is defined as "the action or process of testing or putting to the proof." For probationers, it provides an opportunity to demonstrate that they are able to do the job to which they have been appointed. 

The College has the responsibility to provide the means whereby the probationer can demonstrate satisfactorily the skills and competencies which have been discussed at interview. 

The probation period is a time of adjustment. New employees need to accustom themselves to the working practices of a new organisation and possibly to adjust to new and more demanding work patterns. Mistakes will probably be made during the probation period; this is to be expected and supervisors should be prepared for this. However, probationers should be instructed clearly and at regular intervals about the importance of correct procedures. 

Conduct of Probation Period 

At the time of appointment, the College should ensure that a mentor is identified to the probationer as being the probationer's support. The probationer’s mentor will be responsible for helping, guiding and directing the probationer. The mentor will in most instances be the probationer’s line manager however this may be delegated consistent with college procedures for the induction and mentoring of newly appointed staff.

The line manager, in conjunction with the Human Resources department, shall be responsible for introducing the probationer to colleagues and making arrangements for induction. The line manager will ensure the probationer will have a mentor to assist with the contracted requirements for post-entry training.  This will include the Postgraduate Certificate in Education (FE).
The probationer should also be made aware of performance expectations.
Line Managers should make themselves available at designated times to discuss any points concerning the post which may need clarification. 

It is recommended that in the first three months of any appointment, the line managers will meet probationer on a regular basis to review progress, and to discuss any difficulties that might have arisen in the intervening period between meetings. 

Line Managers should give regular informal progress reports to the probationer.  If an area of dissatisfaction is discovered, the probationer should be informed immediately, and should be given advice and assistance to rectify it. 

4  
PROCEDURE
4.1
The Line Manager will complete probationary reports at 4 monthly intervals, beginning at the end of the fourth month following commencement of the post (Appendix 1).  The Line Manager will meet with the individual to complete the report and discuss its content. The probationary report should be signed by the line manager and a copy provided to employee.  

The probationary report will then be submitted to Human Resources to be retained within the probationer’s Personnel File, with the probationer and line manager retaining a copy.  HR will notify the Head of Department/Line Manager when probationary reviews are due.  

4.2 
It is expected most probations will be progressing satisfactorily however any area for improvement will require specific action to be identified so that the probationer has the opportunity to improve performance.  If necessary, advice should be sought from HR on appropriate staff development or support mechanisms which can be put in place.  Any action should be recorded on the report (Appendix 1) clearly setting objectives and target dates for completion and review.  

Where support is identified for the probationer this should be recorded on the action plan (Appendix 1) with agreed timescales and review dates.  Any identified support should be able to be completed within a 4 week period following the probationary review meeting.  This will allow a minimum of 2 months in which the probationer can evidence an improvement in performance prior to next review meeting.  

Where necessary the probationer will be informed in writing of the consequences of failure to achieve the required standards/performance.  Performance that is less than satisfactory on the second report may lead to consideration of termination of the employee’s contract. Performance that is less than satisfactory on the third report, will, at the end of the teaching period under review, lead to consideration of termination of the employee’s contract.   Only in exceptional circumstances where there has been significant evidence of improvement and where it is anticipated that a satisfactory level of performance will be attained consideration may be given to an extension of the probationary period.
5
CONSIDERATION OF TERMINATION OF EMPLOYMENT
Where consideration of termination of employment is being considered a meeting will be convened with the Director.  The employee will be given at least 10 working days' notice of the meeting.  The written notice of the meeting will include: 

· clear details of the areas for improvement, the targets set and the shortfall in performance as detailed in the probationary documentation; 

· all necessary supporting documentation; 

· the right to be accompanied by a work colleague or a trade union representative.  

The purpose of the meeting is to enable the line manager to identify to the Director the areas where the probationer is deficient and action taken to date.  The probationer and his/her representative, will be given an opportunity to provide a response.  
Following the meeting the Director will write to the probationer, within two weeks of the date of the meeting, outlining the decision reached and will advise the probationer of his/her right to appeal.

6
APPEAL
The probationer will have the right to appeal the decision to terminate their employment by writing to the Head of HR within 10 working days of notification of the dismissal clearly outlining their reasons for the appeal.  The Appeals Panel shall consist of three members of the Governing Body.

The decision of the Appeals Panel shall be final.
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CONFIDENTIAL - REVIEW REPORT FOR EMPLOYEES

NAME:  ……………………………....................  POST:  …………………………………………… 

DATE OF COMMENCEMENT:  ……………………………………………………………………..

REVIEW PERIOD 
1 / 2 / 3 
………………………………………………………………





          

                   1
                                  2
             
           
Please (appropriate box 




Satisfactory

Unsatisfactory
          

1 ABILITY TO PERFORM JOB  



1.1 Attitude to work

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.2 Ability to accept guidance and advice
Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.3
Time keeping/attendance

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.4
Participation in Postgraduate Certificate

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.5 Initiative

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.6 Standard of performance

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.7 Subject/Technical knowledge
Comment ………………………………………………………………………………………

………………………………………………………………………………………………….
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1.8
Teaching/Learning*

 1.8.1   Course Organisation 

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….
1.8.2 Preparation

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.8.3 Relationship with students
Comment ………………………………………………………………………………………

………………………………………………………………………………………………….


1.8.4 Assessment of Student Progress

Comment ………………………………………………………………………………………
………………………………………………………………………………………………….

1.8.5 Presentation

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.8.6 Learning Environment

Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.8.7 Curriculum administration
Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

Team Working (
1.9
Ability to work as team member 
Comment ………………………………………………………………………………………

………………………………………………………………………………………………….

1.10     Ability to work with others(
Comment ………………………………………………………………………………………

………………………………………………………………………………………………….
* for teaching staff only
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I am satisfied with this person’s progress to date.

I have reservations about this person’s progress and have identified further action required.

(Delete as appropriate)

Manager’s Signature:  ………………………………………..  Date …………………………………

COMPLETED FORM TO BE RETURNED TO HR DEPARTMENT FOR INCLUSION IN PERSONAL FILE.

COPY TO EMPLOYEE 


DATE: ________________________
APPENDIX 1 (page 4)

FURTHER ACTION

Review Period 1 / 2 / 3 

	PERFORMANCE IMPROVEMENT TARGETS 
	TARGET DATE
	SUPPORT

IF REQUIRED
	TIMESCALES
	OUTCOMES *

	
	
	
	
	


SIGNED:  ………………………………………………….   DATE:   ……………………………



 MANAGER

SIGNED:  ………………………………………….............    DATE:   ……………………………



PROBATIONER

COMPLETED FORM TO BE RETURNED TO HR DEPARTMENT FOR INCLUSION IN PERSONNEL FILE.

*  If it is the second or third review reference should be made to previous targets at the first or second review.
    Failure to achieve required standards could lead to consideration of termination of the employee’s contract. [image: image2.emf]  

 

 


























( Job performance categories may be amended by College to reflect personnel specification for post.
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