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PROBATIONARY POLICY

Introduction

1.1 The purpose of this policy is to set a clear process for managing the performance and
conduct of new employees of Truro City Council (the Council) during their probationary
period.

1.2 All new starters will have a six-month probationary period written into their contract of
employment.

Purpose

2.1  The purpose of this policy is to provide a developmental framework for new staff which
allows them to demonstrate their suitability for the role they were recruited to.

2.2 Probationary periods will be used constructively to help new employees integrate
effectively into the business and allow the manager to build a support plan and assess
whether the employee is suitable for the role.

Scope

3.1 The policy applies to all new employees of Truro City Council.

3.2 It does not apply to casual workers, contractors, consultants, interns, and agency
workers.

Equal Opportunities
4.1 The Probationary Policy must always be applied fairly and in accordance with
employment law and the Council's Equal Opportunities Policy.

Responsibilities

5.1 Arole of the Staffing Committee is to ensure that agreed staffing policies and systems of
infrastructure are in place and operating effectively to ensure that the legal requirements
of the Council are met.

5.2 The role of managers is to apply this policy fairly, taking the steps of a reasonable
employer and seeking HR advice where necessary.

5.3 External advice may be sought by the Council regarding matters concerning this policy.

The use of probationary periods

6.1 The purpose of the probationary period is to allow time for the Council to assess your work
and to determine what support you need to enable you to have a long-term future with
the Council. Confirmation of appointment is dependent on satisfactory completion of
the probationary period which will come to an end when confirmed in writing by the
Council.

6.2 You must reach and maintain a satisfactory standard of performance, conduct,
timekeeping and attendance during this period and failure to do so may result in
termination of the contract.

6.3 The Council’'s disciplinary and performance improvement policies will not apply during
the probationary period. Additionally, not all the aspects of the absence management
policy will apply. Your performance in post will be managed through this probationary
policy.
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7 Managing the probationary period

7.1 As part of the induction process, the Council will make you aware of the probationary
period that is included in your confract of employment.

7.2 Your manager should set objective performance standards and discuss their
expectations of you during the induction process. Your manager will set dates with you
for areview of performance - after one month, three months and one towards the end
of your probationary period as a minimum. The purpose of these reviews will be for your
manager to discuss any concerns, and to indicate whether the probationary period is
proceeding successfully or not.

8 Concerns during the probationary period
8.1 Although a review date will be set during the induction process, it is important that any
concerns are brought to your attention when they arise so that you have an opportunity
to address those concerns.
8.2 If your manager has concerns about your performance, they will arrange a meeting with
you to express those concerns. The meeting will be held in private. Notes will be taken,
and any targets or actions agreed will be confirmed in writing to you.

9 Support during the probationary period

9.1 The Council recognises that all new employees need help and support as they settle into
a new job. We will ensure that all required training is provided as soon as possible. We will
make you aware of relevant company procedures and introduce you to all members of
the team and key contacts.

9.2 The Council wants probationary periods to be completed successfully, and every support
should be given to ensure that this happens.

9.3 Support and assessment should contfinue until the Final Probation Review
Meeting to be held at least 2 weeks prior to the end of the probationary period.

9.4 Assessment of performance and active support and development should be an ongoing
process throughout the probationary period (and beyond) and not just undertaken at
the formal review stages.

9.5 Informal probationary meetings may take place at any time to discuss any aspect of
performance both below and above the standards expected.

10 Probationary Review: Assessment
10.1 Your work record as a whole will be reviewed. Attention will be given in particular to
patterns indicating that there will be sustained development within your role.
10.2 The assessment will focus on three key areas:

e Performance - you will be assessed on your ability to achieve the specified objectives,
agreed upon appointment.

e Conduct - you will be made aware of the Council’s rules as part of the induction process.
Any breaches will be taken info account when probation is being assessed. Here the
assessment will also look at your general attitude and commitment to the role.

e Attendance - Poor time-keeping and unauthorised absence will be taken into account.
The reasons for any periods of ill health absence will be carefully considered in light of the
Equality Act 2010 before being taken into account.
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Terminating employment before the probationary period has been completed.

11.1 The Council expects you to complete the full probationary period. The length of time has
been set to allow you to settle into the Council, to learn the new job and to receive any
required training.

11.2 However, in some circumstances it might become apparent that you have some
fundamental difficulties with the work required of you. It might become apparent that
you are not going to be able to meet the required standards.

11.3 In such a situation, The Council will consider terminating the probationary period early,
seeking advice where necessary.

Terminating employment at the end of the probationary period

12.1 You will be made aware of any concerns about your standards of performance before
the probationary period ends. At a minimum, this should happen at the review meeting
which is planned during the induction process.

12.2 If you have not met the required standards of performance, despite all the help and
support that has been offered, a decision will be taken to terminate your contract of
employment. This decision will be made before the probationary period has ended and
the Council may seek advice where necessary.

Confirming successful completion of the probationary period

13.1 The Council will inform you in writing when you have successfully completed your
probationary period.

Terminating employment after the probationary period has expired.

14.1 Once you have passed your probationary period any subsequent decision that you are
not performing at the required standards will be managed through our performance
improvement process. This will involve the issuing of warnings, leading to dismissal if there
are No improvements.

Discovery of irregularities during the probationary period

15.1 On some occasions, it might become apparent that an employee has not been honest
about their previous experience or qualifications when applying to the Council. If you
have been dishonest this is a potential breach of contract, which could result in
immediate termination of your contract of employment.

15.2 If The Council discovers that there are some irregularities, then it will seek advice and
discuss an appropriate course of action.

Range of problems during the probationary period

16.1 It should be noted that “successful performance” does not just mean the outputs from
the job. A probationary period can be unsuccessful for other reasons — such as persistent
lateness, persistent absenteeism, unacceptable behaviour, or conduct.

Disability

17.1 If you meet the definition of disability under the Equality Act 2010 (EA), The Council will
review what additional support you require. Reasonable adjustments will be considered
where we can accommodate your difficulties. The Council may seek external advice to
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help us to understand your condition and to ensure that appropriate adjustments are
being made.
17.2 If there are no reasonable adjustments that can be made, or if alternative employment

proves not to be a viable option, a decision to dismiss may be the ultimate and
inevitable outcome.

18 Review
18.1 This policy does not form part of an employee’s contract of employment, and the
Council may amend it at any time.
18.2 This policy reflects current statutory legislation at the time of writing. Any changes to
statutory legislation will take precedence in the event of a dispute.

18.3 Should you have any feedback on this policy, please contact HR by emailing
HR@truro.gov.uk.

18.4 History of Policy Changes

Date Page Details of the change Agreed by
January Al New Policy
2026
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