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SCHOOL PROBATIONARY PROCEDURE
 FOR PROBATIONARY LECTURERS 

(TEACHING & SCHOLARSHIP) AND (TEACHING AND RESEARCH)
DETAILED GUIDELINES

(To be read in conjunction with the Academic Probationers’ Pack)
The University’s School Probationary Procedure for Probationary Lecturers is informed by our core value: valuing people.  It ensures that probationers are properly supported during their first years of academic life and will benefit from training, development and mentoring opportunities that will help them make the transition to becoming an established and productive member of the University.
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1. 
Scope

1.1
The School Probationary Procedure for Probationary Lecturers will apply to newly appointed Lecturers in both Teaching & Scholarship and Teaching and Research.
1.2
The Procedure will apply to newly appointed Lecturers irrespective of whether 
their contracts of employment are permanent, fixed-term, full- or part-time.
1.3 
The probationary period will apply throughout the entire term of the contract 
where 
the contract of employment is of shorter duration than the probationary 
period. 
2.
Purpose of Probation
2.1
The three year academic probationary period aims to ensure probationary objectives are tailored to suit individual needs and disciplinary norms, around the overarching expectation of excellence in teaching and/or research.  Newly appointed academic staff will become equipped with the knowledge, understanding, skills and attributes necessary to be a fully functioning and contributing academic on confirmation of appointment.

2.2
The purpose of the School Probationary Procedure for Probationary Lecturers is to provide support and development opportunities for the new Lecturer to enable them to demonstrate, over the probationary period, their ability to undertake the full range of duties and responsibilities of the role to which they have been appointed within the School in which they are employed.
3.
Duration of Probation

3.1
The period of probation will be between three years and three years 6 months depending upon the probationer’s date of appointment.
If appointed between 1 October – 31 March, the Academic Probation Committee will consider the probationary reports at the March committee after the completion of one full year of probation.  Similarly, an appointment date of between 1 April – 30 September will mean that probationary reports are considered at the September committee after the completion of one full year of probation.
3.2
The three year probationary period will apply in all cases except as 
detailed in 4. and 5. below.
3.3
The three year probationary period will commence on the probationer’s date of appointment.
3.4
Probation may be extended by the Academic Probation Committee or the Post-hearing Committee by a maximum of one year.  Typically, the probationary period will not extend beyond a maximum of 4 years, unless in exceptional circumstances.
4.
Reduced Periods of Probation

4.1 
The normal period of probation for newly appointed lecturers will be three years; a shorter period of probation can, exceptionally, be agreed by the Deputy Vice-Chancellor & Provost.
4.2
Where a newly appointed Lecturer has completed probation at another UK University or equivalent international institution, they may submit evidence to this effect to their Dean who, in conjunction with the Deputy Vice-Chancellor & Provost ), will consider whether to grant complete or partial reduction to the probationary period. 
4.3
In order to assist the decision-making process the probationer may be asked 
to produce further evidence, or for permission for the Dean to approach their 
previous institution, to obtain further information to input into the decision.
5.
Extended Periods of Probation

5.1
In circumstances where there has been absence such as    maternity/adoption or long-term sick leave the probationary period will be extended by up to 1 year where this is considered appropriate to ensure that the probationer is not disadvantaged by the circumstances.
5.2
In all cases where the probationer has not met the criteria for confirmation of appointment the Academic Probation Committee should consider the extension of probation by one year to allow further time for the probationer to meet the criteria, particularly where there are mitigating circumstances.
5.3
Where a member of staff is employed on a part-time basis a probationary period of greater duration may be specified on appointment, or subsequently, to ensure the part-time member of staff benefits from the full range of probationary support.
5.4
The decision for extended periods of probation will be made by the Academic Probation Committee or the Post-hearing Committee.
6. Management’s Roles and Responsibilities
For the purposes of this procedure, the academic line manager is defined as the person appointed by the Dean to manage the probationer through the probationary process.
6.1
The academic line manager will be responsible for:st bee academic line manager 
































































































· inducting the probationer, including discussing and adjusting initial draft objectives sent with the contract of employment and producing the training and development plan (FORM 1) and having these approved by the Dean.  

· acting as their line manager.
· providing academic and management support.
· having at least three interim meetings per year with the probationer in addition to the initial objective-setting meeting and training & development planning meeting.
· agreeing objectives with the Dean for the probationer on an incremental basis each year over the probationary period in accordance with the School’s expectations to ensure the essential aspects of work are identified.  This approach will afford the probationer the best possible opportunity of demonstrating their abilities in these necessary areas with the aim of ultimately having their appointment confirmed. 
· identifying appropriate training and development for the probationer on an ongoing basis. 
· ensuring that both the probationer’s objectives and the training and development plan is approved by the Dean within 4 weeks of appointment or the beginning of subsequent probationary years. 
· monitoring the probationer’s duties.
· fulfilling the School probationary process in respect of the probationer in terms of actions and documentation including confirming the probationer’s progress.
The School’s Senior People Partner will work closely with and provide support to the academic line managers who will also have access to the colleague within the School responsible for probationer co-ordination, for support.
6.2 The probationer’s Dean will be responsible for: 
· approving the initial draft objectives to be sent to the probationer with the contract of employment. 

· ensuring that an academic line manager and mentor is identified.
· preparing a welcome letter for the probationer prior to commencement of employment and enclosing the Probationer Pack and the Schedule of Appointments.
· identifying the colleague within the School for probationer co-ordination to whom the academic line manager has access to discuss any issues relating to the probationer/s for whom they are responsible.

· conveying the University and School strategies to the probationer at their initial pre-arranged meeting.
· ensuring that the probationer’s objectives which are set at the initial meeting of the academic line manager and the probationer are in line with the Criteria for Completion of Academic Probation (Appendix 2).
· approving the probationer’s objectives in subsequent years of probation and where the objectives need to be changed during the year.
· ensuring the probationer has been properly inducted and has undertaken mandatory Equality, Diversity and Inclusion and Information Security Awareness training early in their induction period.
· ensuring that the probationer’s allocation of duties is suitably reduced to accommodate their training and development activities.
· ensuring that the probationer is actively involved in the Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) /or the first module of the medical equivalent: the postgraduate Certificate in Medical Education. 
· ensuring that the probationary process is undertaken rigorously.
· responding appropriately to any concerns raised by the probationer in respect of their relationship with their academic line manager or mentor. 
· ensuring that the probationary documentation is completed for the School.
· chairing pre-hearings and producing recommendations.

It should be noted that the Dean should not act in the capacity of academic line manager as there requires to be a certain distance between the management of the probationer and the Dean’s role.

6.3    The colleague responsible for Probationers within the School will: 
· co-ordinate the progress of all School probationers.

· provide support to the academic line manager, particularly in academic matters.

· contribute to the Academic Probation Committee where they have been involved with an academic line manager regarding a probationer. 
6.4
The Deputy Vice-Chancellor & Provost will be responsible for:
· chairing the Academic Probation Committees.
· contributing to and keeping under review the University’s Criteria for Completion of Academic Probation (Appendix 2) which will be implemented by Deans.
· approving the range of core objectives that may be used for a first year or subsequent year probationer.
· reviewing management information on the operation of the probationary process and intervening where necessary.

6.5   The School Manager will be responsible for:

· prior to appointment, setting up and communicating to the probationer with the Dean’s welcome letter; Probationer Pack and Schedule of Appointments:

· The initial meeting for the Dean and probationer (in first 2 weeks).

· The initial meeting for the academic line manager and probationer (both in the first week).

· The three subsequent meetings in the first year of probation with the academic line manager. 

· Providing a schedule of the meetings for all involved and following up where arrangements are changed.

· Identifying the colleague responsible within the School allocated by the Dean as Probationer Co-ordinator and advising the academic line manager.

6.6
The People Directorate will be responsible for:
· ensuring the timetable for Academic Probation is communicated timeously.

· ensuring the Reward & Recognition Manager will service the Academic Probation committees.

· issuing the probationer’s contract of employment and ensuring draft objectives are attached.

· working closely with the academic line managers to support them in their management responsibilities towards the probationers.

· providing advice on setting SMART objectives.
· preparing the agenda and documentation for the Academic Probation Committees.

· minuting the Academic Probation Committee meetings.

· ensuring probationers receive written feedback/meetings.

· preparing any associated documentation or report e.g. Equality Impact Assessments.

7. Duties during Probationary Period

7.1 The overall duties of probationers must, in all cases, be determined with care to ensure that the objectives agreed are achievable.  The Dean will be responsible for approving the duties which will be monitored by the probationer’s academic line manager.
7.2 The period of probation must afford the probationer an opportunity to gain experience and competence in teaching, research (if relevant) or scholarship (if relevant) and administration.  No one responsibility should be allowed to dominate and, thereby, put at risk the probationer’s opportunity to gain adequate experience of other responsibilities.  Schools must take responsibility for affording probationary staff whose role includes research the opportunity for research development to take place.  Accordingly, overall teaching and administration duties for probationers must be lighter than for academic staff that have completed probation.
7.3 It is assumed that there will be an incremental increase in the overall duties throughout the period of probation so that in the final year of probation it is possible to assess a probationer’s ability to meet the requirements of an established member of staff, both in terms of volume and responsibilities.

7.4 For probationary staff undertaking the Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent there must be a reduction in the teaching and assessment load to accommodate this (20 credits=200 hours).  This reduction normally takes place in the year in which the module is taken.  The reduction is allowed for one year only.
7.5 If the mandatory EDI, H&S and ISAT modules have not been completed, the probation paperwork will not be presented to the Probation Committee and therefore the probationer will not be confirmed as on track for that year or confirmed in probation, if this is final year.  Once the modules have been completed, the probation paperwork will be submitted to the next Probation Committee for consideration. 
8.
Mentoring
8.1 
Prior to appointment, the probationary Lecturer will be allocated a mentor by 
the Dean and notified.  

8.2
The mentor will be a member of staff who is considered by the 

Dean as an appropriate and supportive colleague to the new lecturer. 

8.3
The mentor will be familiar with the operation of the 
School and more 

generally with the way in which the School and University operates.  

8.4
The role is separate from the probationer’s academic line manager’s role and exists to facilitate, support and act as a resource to assist the probationer to fulfil their potential over the probationary period. 
8.5
The School Manager will arrange the initial meeting for the probationary Lecturer and mentor.  Thereafter the mentor will also be available on an ad-hoc basis to provide advice as requested by the probationary Lecturer. 
8.6
Outside the initial meeting with the mentor the probationary 

Lecturer is responsible for making use of the mentor resource as they 

consider necessary to assist their progress through probation.
8.7
At any stage during probation where the probationer believes they are not receiving adequate or appropriate support from their mentor, they are encouraged to raise the matter with their Dean and a decision will be made that is in the best interest of the probationer.
8.8
When reviewing the probationer’s annual progress report the Academic Probation Committee will give consideration to whether the same mentor should continue to provide support or whether it would be beneficial for the probationary lecturer to have a different mentor during the remainder of their probationary period.  If the mentor is to be changed, the Dean will arrange.
8.9
The role of the mentor is to:

· provide general induction support

· provide a source of help and advice on all aspects of the professional role, including teaching, research, where relevant or scholarship, where relevant and administration

· support the translation of skills, theories and ideas from the Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent, into subject-based application

· provide constructive feedback on teaching/scholarship/research activities

· to help in identifying professional development and training

· to be a ‘critical friend’ outside the management framework.

 8.11
The University will provide training for mentors.
9.
The Objectives, Training and Development Plan for Probationary Lecturers
9.1
The initial meeting for the probationer and academic line manager will formalise the first year’s objective-setting plan for the probationer.   A draft plan will have been sent with the probationer’s contract of employment. This will be part of the induction process for newly appointed Lecturers. 
9.2
Although the development of the probationer’s objectives is a joint commitment, setting the necessary objectives in a clear, comprehensive and unambiguous manner, which cover the aspects of performance that the probationer must evidence successfully, is the responsibility of the probationer’s academic line manager in the first instance: to be approved by the Dean. The People Directorate can provide advice on setting SMART objectives, if required.
9.3
The importance of precise, accurate, well thought-out, mutually understood and planned objectives is emphasised.  Over the three/four years of probation the objectives should be developed incrementally to ensure all the evidence that the probationer needs to demonstrate is capable of being verified through the achievement of their objectives. The objectives, training and development plan should include objectives that will allow the probationer to display their progress and abilities in the key areas of their role: e.g. teaching; scholarship; research; contribution to their School and the University; their training and development and any other relevant objectives.
9.4
The achievement of these objectives by the probationer will demonstrate that successful progress is being made at the relevant stage of probation (i.e. years 1, 2, 3 and/or final year) which normally should lead to confirmation of appointment.
9.5
The objectives, training and development plan will be set each year during the probationary period and will be revised during the course of the year if circumstances change, in order that it is maintained as a current representation of the probationer’s objectives.  Objectives must not be changed unilaterally but through a process of discussion. When change occurs the probationer and the probationer’s academic line manager, will meet to discuss the changes required to keep the objectives current.  These will require to be approved by the Dean. 
9.6
The objectives set for the probationer will be the criteria against which their progress in probation will be assessed for that year and reported to the Academic Probation Committee.  The full set of objectives must be compatible with the Criteria for Completion of Probation.
9.7
The probationer must use the objectives, training and development plan as a live document against which they will self-assess their progress during the course of the year, allowing the probationer to decide if and when they require any additional support and to seek it from the appropriate source.
9.8
The probationer should have a training and development plan in order that they may acquire new, or build on existing skills in support of successful completion of probation.  
· The University’s Equality,Diversity and Inclusion (EDI) e-learning module must be completed during the probationer’s induction.

· The University’s Health and Safety (H&S) modules must be completed during the probationer’s induction. 

· The University’s Information Security Awareness Training (ISAT) e-learning module must be completed during the probationer’s induction and any updates during the probationary period must be completed before probation is confirmed. 
· Progress with achieving Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent, must be demonstrated from the first year of probation unless exemption is approved.
· For an exemption to be considered, the probationer should raise the matter with their academic line manager who will consult the Assistant Director and Head of ASC.  The Assistant Director and Head of ASC is responsible for assessing possible exemptions and making a recommendation to the Deputy Vice-Chancellor & Provost, who is authorised to make exemptions.
9.9 
The objectives set must be appropriate to the probationary Lecturer’s 

stage of development within the probationary process.
9.10
The objectives, training and development plan will state the objectives to be achieved during the review period, including evaluation objectives (see section 10).
9.11
In addition to meetings with the academic line manager to discuss any issues the probationer wishes to raise and to provide advice the academic line manager will also be available on an ad-hoc basis to provide advice and support as requested by the probationary Lecturer.

9.12
During the probationary period the probationer must demonstrate 


commitment to: 
· working towards their objectives on their first and subsequent objectives, training and development plans with the support of their School management and mentor
· engaging with professional development and training opportunities, particularly those arranged via their training and development plan and including the completion of Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent
· undertaking and completing the University’s EDI e-learning module
· undertaking and completing the University’s H&S module. 

· undertaking and completing the University’s ISAT e-module and any updates during the probation period
· reviewing their objectives, training and development plan regularly in order to track and self-assess their progress
· highlighting any concerns they have about their progress to their academic line manager and Dean so that early supportive measures can be put in place
· raise any matter in relation to their mentoring

· engaging with the self-review process.
9.13
In the event of agreement not being reached on objectives and/or training and development, the Dean and Senior People Partner in consultation with the academic line manager, the colleague responsible for the co-ordination of probationers within the School, and the probationer, will set objectives and/or a training and development plan which is appropriate for the probationary Lecturer’s stage of development within the probationary process and commensurate with the Criteria for Completion of Academic Promotion.
9.14
The probationer’s initial objectives, training and development plan will be agreed by the Dean within 4 weeks of the appointment or the start of subsequent probationary years to avoid delays to the probationer’s effective functioning.

9.15
The relevant process for staff on academic probation is the School Probationary Procedure so they will be exempt from the University’s Academic Appraisal process for the duration of their probation.
10.      Evaluation of Probationers
10.1
A process of periodic evaluation will occur during the entire probationary period to ensure the probationer’s progress is tracked and that any matters that require addressing by management occur as early as possible to give the probationer the best possible opportunity of achieving confirmation of appointment.
10.2
During each year of probation, evaluations appropriate to the stage of the probationer’s development should be included in the probationer’s annual objectives e.g. observed teaching.
10.3
Adequate time should be given to the probationer to prepare for such evaluations.
10.4
Where the evaluation takes the form of a seminar, presentation or similar activity, an invited audience approved by the Dean may attend.  Where constructive feedback is gathered this should be conveyed to the probationer by the Dean, academic line manager or nominee. 

10.5
Evaluations should take into consideration the evidence provided by Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent and the probationer will be expected to share the material with their academic line manager as part of the evaluation process.
10.6 
Evaluations will offer formative feedback to probationers and the various 
evaluations throughout probation will be assessed as a whole, without any 
one being the factor which decides whether the appointment is confirmed.
10.7
The document: Criteria for Completion of Academic Probation is attached (Appendix 2).

10.8
Where a probationer has a period of ill-health or disability during their probationary period, appropriate reasonable adjustments will be made.  In certain circumstances this may include a reduction in volume of output which is normally expected but, where this is the case, the probationer will, nevertheless, be expected to meet the quality criteria stated in the Criteria for Completion of Academic Probation.  This principle will also apply to any probationer who has a period of absence due to maternity leave.
11.
Exceptional Performance during Probation

11.1
In exceptional circumstances, and based on a probationer’s performance since appointment, the Dean may make a formal case to the Academic Probation Committee for shortening the duration of an individual’s probation.  The Academic Probation Committee may recommend early confirmation of appointment.  The final decision will be made by the Deputy Vice-Chancellor & Provost and based on the evidence of exceptional performance that meets the requirements of probation which has been submitted to the Academic Probation Committee.
11.2     Similar requirements for evaluation of the probationer will apply for probationers for whom early confirmation of appointment is recommended to the Academic Probation Committee.  
12.
Shortfall in Performance during Probation
12.1
Where performance and progress fall below the required standard during the probationary period, in that objectives are not being met to the expected standard, the matter should be raised with the probationer immediately the shortcomings are identified.  Also, unambiguous written warnings should be given to the probationer by the Dean as early as possible and as frequently as warranted.  This is to ensure that no misunderstandings exist about management concerns relating to the probationer’s performance, their progress and the consequences this may have on whether, or not, their appointment is confirmed.
12.2
Where there is a shortfall in performance interim objectives and a training and development plan to address the shortfall must be set by the academic line manager, to be approved by the Dean. 
12.3
Where the shortcomings are sufficiently serious potentially to jeopardise the probationer’s confirmation of appointment, the probationer should 
be issued with a warning of this, in a written format from the Dean, at any stage of probation, a copy of which should be appended to the Annual Probationary Review Progress Report.

12.4
In the event that consideration is being given to dismissal due to alleged unsatisfactory performance, the probationer’s academic line manager and the Senior People Partner will meet with the probationer, who may be accompanied by their trade union representative or a work colleague, and convey the reasons for the recommendation.
12.5
The content of the meeting and follow-through will be as follows:

· the probationer’s academic line manager and the Senior People Partner will discuss the matter in a private meeting with the probationer
· the probationer must be offered the opportunity to be accompanied by their trade union representative or work colleague at the meeting with their academic line manager and the Senior People Partner.
· the probationer’s academic line manager should take account of the probationer’s response and decide, in the light of this, whether to proceed with the recommendation that consideration should still be given to the probationer’s dismissal.
· a written summary of the meeting should be sent to the probationer by the probationer’s academic line manager together with either:

· confirmation that the probationer’s academic line manager will not proceed with recommending dismissal but their case for confirmation of appointment has still to be considered by the Academic Probation Committee, or
· confirmation that the probationer’s academic line manager will proceed with recommending dismissal and that an Academic Probation Pre-hearing will be arranged to ensure the probationer and their academic line manager may state their cases to panel.  The letter will also contain confirmation that the probationer may be accompanied by their trade union representative or work colleague and that further details will follow in respect of date/time etc. of the Pre-hearing.
12.6
In exceptional circumstances, a probationer’s shortfall in performance may be considered to be of such seriousness that to continue until the end of the probationary period would be unproductive. In such cases the University reserves the right to deal with the matter under the provisions outlined in section 17.
12.7
In every case where dismissal is being considered, alternatives which are 
remedies short of dismissal must be explored e.g. redeployment and other 
opportunities commensurate with the probationer’s abilities.
12.8
The Senior People Partner will attend any such meetings and the probationer is entitled to be accompanied by their trade union representative or a work colleague.

13. 
The Pre-hearing prior to the Academic Probation Committee 
13.1 
If dismissal of a probationer is being considered because of a recommendation by the probationer’s academic line manager (see section 12) prior to the Academic Probation Committee taking place, the following procedure should be followed to ensure fair treatment.

13.2
The probationer concerned has a right to a formal hearing, which should be conducted around 3–4 months prior to the end of their probationary period and in sufficient time to ensure that the recommendation from the hearing is available to the Academic Probation Committee. 
13.3
For the Pre-hearing the panel members will comprise:

· Chair

· A Dean from another School, not previously involved in the case
· An academic member of staff 

· i.e. A Professor, Reader or Senior Lecturer (Teaching & Scholarship) or (Teaching and Research) as appropriate from another School
· A Senior People Partner
· Who has not been involved in managing the case.

· A notetaker

· Who has not been involved in managing the case (this may be one of the panel members).

The panel will aim to have as diverse representation as possible. 

13.4
The management case for recommending dismissal will be presented by the probationer’s academic line manager.
13.5
The probationer will have the right to state their case, respond to the points raised by their academic line manager, provide any additional information, and cross-question the academic line manager.  The reverse applies to the management case brought by the academic line manager.
13.6 
The probationer may be accompanied to the meeting by their trade union representative or a work colleague.  The academic line manager may be accompanied by a work colleague who has been associated with the case e.g. the Senior People Partner or colleague from the School responsible for Probationers.
13.7
The panel may also:

· interview witnesses suggested by either party or receive written statements from them (to be available to the panel 5 days prior to the meeting) 

· interview any other person they believe would clarify any matter they are considering and/or request further information 

· adjourn to collect more evidence, if necessary.

13.8
The probationer may make use of the Mitigating Circumstances process (Appendix 3).

13.9
The probationer and their trade union representative or work colleague should make every effort to attend the meeting.  If they are unable to attend, a date will be re-scheduled normally within 10 days of the original date.  If the probationer continues to be unavailable to attend the meeting, the panel may decide to proceed with the meeting on the evidence available.  Similarly, in the event that the probationer’s academic line manager is not available for a prolonged period an alternative person should be substituted to present the management case.
13.9
The Pre-hearing Committee will decide, at its discretion, the order of proceedings regarding witnesses’ evidence and procedural matters.
13.10
Reasonable adjustments will be made to accommodate the needs of any person with a disability. 

13.11
The output of the panel will be a report to the Academic Probation Committee making a clear recommendation as to whether the probationer:

· should not be dismissed

· should be dismissed

· should have their probation extended by a maximum of one year if this has not already occurred.

In the event that the panel recommends either that dismissal should not take place or that probation should be extended, the panel may decide to recommend any action, including development activities that they believe will positively address the situation.
14.
Final Annual Probationary Report

14.1
In the final year of probation, the probationer will undertake any final evaluations identified at the objective-setting stage of the final year to evidence their learning during probation and demonstrate that they have completed the requirements of probation which have been made explicit through the University’s Criteria for Completion of Academic Probation (see Appendix 2) and the objectives they have been set during probation.
14.2
Mandatory elements to allow confirmation of appointment are: the attainment of Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent qualification (which may have been attained prior to employment with the University), together with the completion of the University’s EDI and ISAT e-learning modules.

14.3
The probationer may make use of the Mitigating Circumstances process (Appendix 3).

14.4
Probationary Lecturers employed on Grade 7 will progress to Grade 8 on successful completion of probation.  In the final Annual Probationary Review Progress Report the Dean will indicate whether this is recommended.
14.5
When the 3rd and/or final probationary report is submitted to the Academic Probation Committee, the committee has the following options.  

           
It will decide whether:

· the appointment is to be confirmed 

· to extend probation by a maximum of one year for probationers in their 3rd and final year of probation
· to dismiss the probationer.

15.
The Academic Probation Committee
15.1
The Academic Probation Committee will convene twice annually, in March and September.
15.2
The Academic Probation Committee will comprise:

· The Deputy Vice-Chancellor & Provost 

· The Deans of the agreed mix of Schools
· A senior academic from each School to facilitate diversity
· A Professor external to the Academic Probation Committee’s School mix
· The Reward & Recognition Manager
15.3
The Academic Probation Committee will aim to have as diverse representation as possible.
15.4
The Academic Probation Committee will meet and review the progress reports for probationers in years 1 and 2 of probation.  They will decide on the feedback to be provided to the probationer, which may be:

· confirming that satisfactory progress is being made towards confirmation of appointment

· details of the performance improvements or personal development required 

· a warning that unless improvements are made and/or personal development undertaken, confirmation of appointment will be in jeopardy.
In all cases where improvement is required, guidance must be provided, in writing and face-to-face by the Dean.  The Dean has responsibility for ensuring that all relevant parties (probationer, academic line manager, Associate Dean and mentor) are fully apprised of the feedback from the Academic Probation Committee and the improvement required.
When considering the 3rd/ final year reports, the Academic Probation Committee will decide whether or not to:
· confirm the appointments for probationers in their third, final or extended year of probation
· and confirm progression to Grade 8 for Grade 7 probationers who have been successfully completed probation
· extend probation by, typically, a maximum of one year for staff in their third year of probation. In all cases where the probationer has not met the criteria for confirmation of appointment the Academic Probation Committee should consider the extension of probation by one year to allow further time for the probationer to meet the criteria. 

· dismiss any probationary Lecturers, based on evidence gathered throughout probation; the Pre-hearing and any further evidence collected.  It is essential that there is a clear understanding of the probationer’s situation to ensure their decision to dismiss is fair and can be justified.

16.
The Post-hearing
16.1
It is recognised that there may be exceptional cases where, despite a positive 3rd/final probationary report being submitted to the Academic Probation Committee in respect of a probationer, where the probationer’s academic line manager supports confirmation of appointment, the recommendation is overturned by the collective decision of the Academic Probation Committee.  In those circumstances the probationer will not have had the benefit of a Pre-hearing so the following procedure should be followed to ensure fair treatment.

16.2
The probationer must be given an opportunity for a panel to hear their case.
16.3
In these circumstances, a Vice-principal will chair the post-hearing which will occur after the Academic Probation Committee meeting to ensure the probationer is given a fair hearing.

16.4
The management case will be presented by the Deputy Vice-Chancellor & Provost. 
 16.5
The probationer may make use of the Mitigating Circumstances process (Appendix 3).

16.6
The probationer’s academic line manager will be called as witnesses for the probationer.  The probationer may cite other witnesses and management may also cite any witnesses they choose.
 16.7
For the Post-hearing Committee, panel members will comprise:

· Chair

· A Vice-Principal (typically, the Vice-Principal (Education) or the Vice-Principal (Research) 
·     An academic member of staff 

· i.e. A Professor, Reader or Senior Lecturer (Teaching & Scholarship) or (Teaching and Research) as appropriate, from another School.

· A Senior People Partner
· Who has not been involved in managing the case.

· A notetaker

· Who has not been involved in managing the case (this may be one of the panel members).
The Post-hearing Committee will aim to have as diverse representation as possible.
16.8
The probationer will have the right to state their case, respond to the points raised by the panel members of the Post-hearing Committee or by the Deputy Vice-Chancellor & Provost.  The probationer may provide any additional information and cross-question the person presenting the University case.  The reverse applies to the University case brought by the Deputy Vice-Chancellor & Provost.
16.9 
The probationer may be accompanied to the meeting by their trade union representative or a work colleague.  The Deputy Vice-Chancellor & Provost may be accompanied by a work colleague associated with the case e.g. the Senior People Partner or colleague from the School responsible for probationers. 
16.10
The panel may also:

· interview witnesses suggested by either party or receive written statements from them (to be available to the panel 5 days prior to the meeting).
· interview any other person they believe would clarify any matter they are considering and/or request further information. 

· adjourn to collect more evidence, if necessary.
16.11
The Post-hearing Committee will decide, at its discretion, the order of proceedings regarding witnesses’ evidence and procedural matters.
16.12
The probationer and their trade union representative or work colleague should make every effort to attend the meeting.  If they are unable to attend, a date will be re-scheduled normally within 10 days of the original date.  If the probationer continues to be unavailable to attend the meeting, the panel may decide to proceed with the meeting on the evidence available.  Similarly, in the event that the Deputy Vice-Chancellor & Provost is not available for a prolonged period an alternative person should be substituted to present the management case.
16.13
Reasonable adjustments will be made to accommodate the needs of any person with a disability. 

16.14
The output of the panel will be the decision that will be implemented.  It will decide whether the probationer:
· should not be dismissed

· should be dismissed

· have their probation extended by a maximum of one year if this has not already occurred.

In the event that the panel recommends either that dismissal does not take place or that probation should be extended, the panel may decide to recommend any action, including development activities that they believe will positively address the situation.

17.
Cases of Dismissal and Potential Dismissal
17.1
Pre-hearings
17.1.1
The report of recommendation which is the output of the Pre-hearing will be submitted by the panel to the Academic Probation Committee and the Dean (of another School) who has chaired the Pre-hearing will be subject to questioning by the Chair (the Deputy Vice-Chancellor & Provost) and the other Deans at the Academic Probation Committee to ensure they have a clear understanding of the situation.  The Academic Probation Committee will reach a collective decision based on all of the evidence as to whether, or not, the probationer will be dismissed.
17.2
Post-hearing
17.2.1
The Post-hearing Committee will hear the case and reach a collective decision based on all the evidence as to whether, or not, the probationer will be dismissed.

17.3
The onus is on the Post-hearing Committee to show that that the probationer has not met the criteria of probation and this is the basis for the probationer’s dismissal.  The Post-hearing Committee must have reasonable grounds for that belief and have taken reasonable steps to inform its conclusions.

17.4 
The Post-hearing Committee must satisfy themselves that other remedies short of dismissal have been considered.

17.5
A collective decision will be made by the Post-hearing Committee as to whether the probationer will or will not be dismissed, as a last resort.

17.6
If dismissal is decided upon, the Deputy Vice-Chancellor & Provost and the Senior People Partner will meet with the probationer (and their trade union representative or work colleague, if wished) to explain the reason(s) for the decision.

17.7
The Deputy Vice-Chancellor & Provost will write to the probationer, communicating the outcome of the meeting as quickly as possible, and in any case within 7 days following the decision to dismiss.  The letter will detail notice arrangements and the right of appeal.
18.
Notice

18.1     Where dismissal occurs as an outcome of probation, contractual notice 

will apply.
19.
Appeals against Non-confirmation of Appointment/Dismissal


19.1 
In the event that a decision is made to dismiss, the probationer will have the right of appeal.

19.2
Probationary academic staff i.e. Lecturers (Teaching & Scholarship); Lecturers (Teaching & Research) will have their appeal heard by a panel comprising at least 2 members:

· An external solicitor (Convener)

· A member of academic staff, appointed by Senate, and

· A further person, (independent of the case) may be co-opted if specific expertise is required.  This person will be agreed by both parties.
19.3
The probationer has the right to be represented by a trade union 


representative or a work colleague throughout the appeal process.

19.4 
If the probationer intends to appeal, the University Secretary should be notified of their intention within 10 days of receipt of the letter of dismissal, unless in exceptional circumstances such as serious illness or bereavement when a delay can be agreed. 
19.5
On receipt of the probationer’s intention to appeal, the University 


Secretary will arrange an Appeal Committee (see 19.2).
19.6
The appeal will normally be heard by the Appeal Committee within 5 

weeks of the intention to appeal being lodged with the University 


Secretary.

19.7
Both the University representative (Chair of the Academic Probation Committee or Chair of the Post-hearing Committee) and the appellant will submit to the University Secretary a written statement of their case and names of witnesses they have arranged to call no later than 5 working days prior to the date of the Appeal Hearing.

19.8
The statements of cases and names of witnesses from both the University
representative and the appellant will be copied to the other party and 

both cases and sets of witnesses’ names will be passed to the 


members of the Appeal Committee prior to the Appeal Hearing.

19.9
At the Appeal Hearing the appellant and/or appellant’s representative will be 
invited to present their case first, followed by the University’s 


management representative(s).  The Appeal Committee members may 

ask questions of either or both parties and both parties will have the 

opportunity to cross-question the other. The Appeal Committee will 

decide, at its discretion, the order of proceedings regarding witnesses’ 

evidence and procedural matters.


19.10
The Appeal Committee’s decision will normally be communicated to 

the appellant within 7 working days of the Appeal Hearing.
19.11
The decision of the Appeal Committee is final and there is no further internal right of appeal.

20.
Documentation


20.1
The Academic Probationary documentation (Appendix 1, Forms 1 & 2) will be used in all probationary cases.
21.
Timetable of Events 
21.1
As all academic probationers must benefit from at least 3 years’ probation, it will be necessary for the Academic Probation Committee to meet twice per year to consider academic probationers’ Annual Probationary Review Progress Reports and confirmations of appointments.
21.2
The composition of the Academic Probation Committee for considering probationers’ progress reports and confirmations of appointment will be as stated in section 15.
21.3
The Academic Probation Committee will consider promotions and Merit Awards also, as required.

22.
Quality and Consistency

22.1
In order to ensure the consistency of reports across Schools, Deans should send a sample of three Probationary Review Progress Reports to the Deputy Vice-Chancellor & Provost who will consider the quality and consistency of the reports across the University and implement any necessary action, if necessary.

22.2
An Equality Impact Assessment will be undertaken for the outcome of probation after each Academic Probation Committee.
23.
Policy Review

23.1
The policy will be reviewed at 4-year intervals to assess its fitness for 
purpose.
(Reviewed November 2023)

        APPENDIX 1
UNIVERSITY OF DUNDEE
OBJECTIVES AND TRAINING & DEVELOPMENT PLAN FOR 
PROBATIONARY LECTURERS (Form 1)

Name
Click or tap here to enter text.


School  Choose an item. 

Date of Meeting
Click or tap to enter a date.
              Meeting with Click or tap here to enter text.
Objectives for period: FromClick or tap to enter a date.
ToClick or tap to enter a date.
Probation Year 
Choose an item.


Probation endsClick or tap to enter a date.
Academic Pathway  Choose an item.
1. OBJECTIVES

Guidance

Complete relevant sections for either Lecturer (Teaching and Scholarship) or Lecturer (Teaching and Research), All other sections should be completed.
When discussing and agreeing objectives, the academic line manager and probationer should refer to section 9 of the School Probationary Procedure for Probationary Lecturers.  Objectives should be SMART and appropriate to the probationary Lecturer’s stage of development within the probationary process.  Importantly they should allow the probationer to demonstrate that successful progress is being made at the relevant stage of probation leading to confirmation of appointment.    
Teaching
Scholarship
Proportion of Probationer’s time agreed to be allocated to scholarship
%FTE

Research
Proportion of Probationer’s time agreed to be allocated to research
%FTE

Contribution to School and University
2. TRAINING & DEVELOPMENT PLAN

Guidance

Detail the probationary Lecturer’s training and development activities and the date by which they will be undertaken.
a. Completion of the University’s EDI, H&S and ISaT modules


b. Completion of the University’s Information Security Awareness training
c. Associate Module of PGCAPHE or medical equivalent

d. Formal Training Courses

e. Other Training and Development Activities

Academic Line Manager’s Signature



DateClick or tap to enter a date.


Probationary Lecturer’s Signature



DateClick or tap to enter a date.
Dean’s Signature





DateClick or tap to enter a date.
UNIVERSITY OF DUNDEE

ANNUAL PROBATIONARY REVIEW PROGRESS REPORT (Form 2)
Name
Click or tap here to enter text.



School  Choose an item.
Objectives for period: From
Click or tap to enter a date.
To   Click or tap to enter a date.
Probation Year 

Choose an item.

Probation ends  Click or tap to enter a date.
Academic Pathway  Choose an item.
Tick to confirm EDI, H&S and ISAT modules have been completed: ☐
If the mandatory EDI, H&S and ISAT modules have not been completed, the probation paperwork will not be presented to the Probation Committee and therefore the probationer will not be confirmed as on track for that year or confirmed in probation, if this is final year.  Once the modules have been completed, the probation paperwork will be submitted to the next Probation Committee for consideration. 

Guidance

· Form to be completed by the academic line manager up to and including section 6.  
· Sections 7 and 8 are to be completed by the Dean.

· Section 9 is to be completed by the probationer.

1. CURRICULUM VITAE

CV attached
Choose an item.
If No, what are the arrangements for submitting the CV?

2. TRAINING AND DEVELOPMENT

a. Details of the probationer’s training and development, with reference to the Training and Development plan (FORM 1), and explain how this has supported their academic activities. (250-word limit)

b. Has the probationer completed the University’s ISAT, H&S and Equality and Diversity modules?   Choose an item.
Please note that if the mandatory modules have not been completed by the time the probation paperwork is presented at Probation Committee, the probationer will not be confirmed as on track for that year or confirmed in probation, if this final year, until the mandatory modules are completed.


If No, give reason:

c. Detail the progress made with Associate Module of PGCAPHE or medical equivalent? (150-word limit)

3. REVIEW OF OBJECTIVES

Comment fully on the probationer’s progress against each objective (FORM 1), noting achievements, successes, barriers to success and shortfalls to give fair, balanced and true depiction of the probationer’s overall performance and relating progress to the relevant sections of the Criteria for Completion of Probation. 
Your comments should be evidence-based using peer review and student evaluation as evidence of teaching quality and setting out any high-quality outputs by subject level, drawing on information from the Annual Research Review as appropriate.  Importantly it should be made clear what outputs have been produced while employed at University of Dundee. 

(250-word limit in each section)
Teaching:

Scholarship (if appropriate):

Research (if appropriate):

Contribution to School and University:

4. DEVELOPMENT NEEDS

If probation will continue, indicate the areas of development from which the probationer would benefit. (150-word limit)
5. MENTORING AND SUPPORT

a. Indicate any areas of specific mentoring and/or support to be provided in the forthcoming year and state reasons. (150-word limit)

6. PROGRESS

Against the Criteria for Completion of Probation, the probationer is:

· On track/making expected progress



Choose an item.
· Making exceptional progress




Choose an item.
· Cause for concern





Choose an item.
Comments: (250-word limit)

7. FINAL REPORT (to be completed by the Dean)

On the final report (Year 3, final or extended year), the Dean should make a clear recommendation on the successful completion, or not, of probation.  For Grade 7 probationary Lecturers the Dean is also making a recommendation in relation to progression to Grade 8.

If not recommending confirmation of appointment the Dean should attach the Pre-hearing recommendation which was chaired by a Dean.
7.1 Recommendation

· Confirm appointment 




Choose an item.
· Recommend against appointment




· Pre-hearing

recommendation attached



Choose an item.
        7.2 Summary of Performance

The Dean should provide a holistic summary of the probationer’s performance highlighting any relevant points, including for Grade 7 probationers, suitability for progression to Grade 8. (250-word limit)

8. CONFIRMATION

A copy of the probationary documentation has been provided to the probationer.     Choose an item.



 


If No, please explain: 

9. PROBATIONARY LECTURER’S COMMENTS

(250-word limit)

Academic Line Manager’s Signature



DateClick or tap to enter a date.
Dean’s Signature





DateClick or tap to enter a date.
Probationary Lecturer’s Signature



DateClick or tap to enter a date.
APPENDIX 2

CRITERIA FOR SUCCESSFUL COMPLETION OF PROBATION

(N.B. All sections apply to Probationers on Teaching & Scholarship and Teaching & Research contracts, unless indicated otherwise)

Teaching
The Probationer will be able to demonstrate evidence of:

· Successful completion of a profile of teaching and assessment normally at various levels in a variety of formats appropriate to the discipline (e.g. 1:1 tuition or supervision, lecturing to large groups, seminars and workshops, distance learning, studio, laboratory or clinically based teaching and assessment);

· Excellent feedback on teaching, assessment and module administration by peer review of colleagues, external examiners and by students through evaluation questionnaires;

· Successfully developing or incorporating own sub-specialism into a taught programme, and contributing to curriculum planning and development;

· Implementing, teaching and managing at least one module in discipline to a high standard; 

· Adherence to all quality assurance procedures and demonstration of a commitment to enhancement of student learning and the wider student experience;

· Contributing effectively to student support, including dealing timeously with questions and communications from students;

· The impact self-reflection and training has had on improving pedagogy and the organisation and management of teaching over the probationary period.

Scholarship (for Probationers on Teaching & Scholarship contracts only)

The Probationer will be able to demonstrate evidence of:
· A coherent and focused profile of relevant pedagogic or professional enquiry appropriate to the discipline and the requirements of their School, and showing potential to develop as a recognised specialist independently or while contributing as a member of a team.

· How this has underpinned and shaped the design and delivery of teaching.

· Productive engagement with external bodies (e.g. subject associations, professional and statutory bodies, the Higher Education Academy, the wider discipline) with demonstrable benefits for own scholarly development, teaching, personal standing in the profession, and reputation of the University.

The proportion of the Probationer’s time allocated for scholarship should be agreed with the line manager as part of the objective-setting process and be clearly indicated on Form 1.

Research (for Probationers on Teaching & Research contracts only)

a. Evidence of outputs (individual or collaborative) for publication/peer-review which meet the following thresholds of quality and volume: 

· Some research outputs rated at least at 3* by peer review. (This peer review process will be rigorous and involve judgments by more than one individual, with the process overseen by the School Director of Research.) 

· Research outputs to be in high quality international fora, i.e. publications, conferences, venues – as appropriate to the REF criteria of the discipline.
· The quality of outputs will take precedence over the quantity a Probationer is expected to achieve; however these outputs should appear during probation, with further research carried out during probation that leads or should lead to 3* outputs at least. In the case of collaborative outputs, the proportion and significance of the individual contribution of the Probationer must be evidenced. Reference should be made to citation indices where available and if appropriate to the discipline.

· A Probationer will be expected to publish peer-reviewed outputs in high quality international fora – as appropriate to REF criteria of the discipline, and should have at least sufficient quantity of outputs prior to completion of probation to be on track to make a full REF submission appropriate to career stage.

· As part of the probationary objective-setting process, the Probationer and their Academic Line Manager, in consultation with the Dean, will agree the Probationer’s research output strategy and the publication outlets (or other means of peer-reviewed dissemination in the case of atypical outputs).

b. In relation to research grant funding:
· Evidence of having written and submitted (as PI, or joint PI with major input) a significant research grant application to a research council or the EU (eg. FP7, Horizon, 2020, ERC) or other funding body with relevance to the discipline (e.g. Leverhulme, Wellcome Trust or major charities) and gained positive feedback from all the referees, prior to the end of probation. If the grant is not successful in being funded it should only be because of a lack of available funding rather than because the application falls short on quality. Particular attention will be paid to the feedback from the external funding body in assessing whether the grant application has reached the required quality threshold. Research grant application values should be at least at levels associated with disciplinary norms.
· Obtain some research funding (at least, for example, a small grant for the funding of travel associated with research).
c. In relation to research student supervision:
· Have begun to supervise research students as part of a supervisory team.

d. In relation to building external reputation and impact:
· Evidence of presenting papers at a minimum of 2 conferences / seminars exhibitions / workshops of international standing, where possible funded by a conference grant.

· Evidence of contribution to external activity in the discipline (e.g. refereeing papers, engagement in a research network)

· Demonstrate engagement in public outreach or business / industry collaboration by outlining achievements to date in disseminating work (e.g. public engagement contributions; contributions to adult education; radio; television; adoption of an idea or contesting accepted thinking).
The proportion of the Probationer’s time allocated for research should be agreed with the line manager as part of the objective-setting process and be clearly indicated on Form 1.

Contribution to School and University
The Probationer will be able to demonstrate evidence of:

· Positive and engaged contribution to School activities (e.g. health and safety; student support; disability support; library liaison, building external links) and committees, demonstrating collegiality and collaboration. 

· Development of activities which contribute to the delivery of one or more of the University’s cross-cutting strategies (Wider Impact; Internationalisation; Employability, Enterprise and Entrepreneurship) as appropriate according to School business needs and own skills and expertise.

Personal and Professional Development

The Probationer will be able to demonstrate evidence of:

· Undertaking such training and development as discussed and agreed with the Academic Line Manager and approved by the Dean of School..

· Actively engaging with their Academic Line Manager, Mentor, colleagues and other resources available to the Probationer to acquire the skills and knowledge necessary to contribute to the School as an established academic.

· Completion of Associate Module of the Postgraduate Certificate in Academic Practice in Higher Education Programme (PGCAPHE) or medical equivalent.

· Completion of required online Information Security Awareness training.

· Completion of required on-line Equality, Diversity and Inclusion training.

· Undertaking professional CPD in discipline, where relevant.

· Progress towards membership of a relevant professional institution, where applicable.
· An awareness of University governance, structures, strategies, policies and procedures.
APPENDIX 3

MITIGATING CIRCUMSTANCES REQUEST

Please complete the highlighted areas as required.  The space will expand as you complete it. You must complete all sections of this form if you have mitigating circumstances which you would like to be taken into account.

	Name:



	School:



	Employment Contract

Full Time/Part time FTE                                                             ☐
if Part-time, please specify FTE:


Teaching & Research                                                                  ☐
Teaching & Scholarship                                                              ☐
Research Only                                                                              ☐
Other staff categories e.g. ALC, Clerical etc.

	Reason for Submission of Form

Academic Probation/Confirmation of appointment            ☐
Promotion/Annual Review                                                        ☐
Other                                                                                             ☐
If ‘Other’, please specify:

	Details of mitigating/extenuating circumstances that have affected the volume of activity.

(please provide as much detail as possible): Please note that the temporary nature of mitigating circumstances means that on-going or longer term conditions are likely to give rise to valid mitigating circumstances claims only when they first come to light, or are diagnosed, or on occasions when they become unexpectedly or markedly worse and will take account of any reasonable adjustments that would ameliorate the impact or disadvantage 


	Please explain how you feel these circumstances have impacted on your work or a particular area of your work: 



	Please state dates when these circumstances commenced and ended or whether they are ongoing:  If there has been a recent diagnosis, or any change to an on-going or longer term condition these dates should be provided and supported by appropriate documentary evidence (for example a report from a medical specialist or OH).


	Please provide dates of any absence over the affected period A record of your certified absences for the period noted in the previous section should be provided. (If you wish this be provided by HR please contact your HR Officer).
 If there are additional absences that you feel should be considered please provide details of these.


	Please attach to this form any evidence, or other relevant documentation to support your request: 




	Declaration

In completing this form  I confirm that:

· The information provided is a true, accurate and verifiable description of my circumstances.

· I understand that by disclosing information on this form I am making the University, as my employer, aware of my personal circumstances and that, given the University has a duty of care to all staff under the relevant legislation, it will offer reasonable adjustments and support as appropriate. 



	Signature:

Date:



	The information disclosed by you on this form will be stored securely in compliance with the Data Protection Act 1988.  The University will only retain personal data necessary to fulfil its obligations to you under the relevant equality and other legislation. 



	The University complies with the Equality Act 2010 which legally protects people from discrimination in the workplace and wider society.  




FOR OFFICE USE ONLY
	
	Mitigating Circumstances 
	No Mitigating Circumstances 

	
	
	

	Decision of Mitigating Circumstances Review Group
	
	




