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OVERVIEW OF PROCESS

Employee Commences 
Employment

Employee attends 
Trust Induction

Manager arranges local 
induction for employee

Appraisal Goal Setting 
Meeting ~

arranged by Manager1

Completes ~ Probationary 
Period Objective Form

First Formal Review2

Arrange any necessary 
training/development for 

the employee

Any issues or concerns 
raised?

Completes ~ Probationary 
Period First Formal 

Review Form

Second Formal Review3
Completes ~ Probationary 

Period Second Formal 
Review Form

Any (further) issues or 
concerns raised?

Employee successfully 
completes probation period 
and is confirmed into post

Are the concerns/issues 
significant and 

substantial?

Extend probation period 
for 1-month and review

Employee fails probation 
period and is required to 

attend a Probation Hearing

Manager prepares a 
probation summary report 

Hearing Convened

Probation Period 
extended for a further 

review period

Employment 
terminated with notice

2 Held before the end of 
month 3, unless employee 
has been engaged on a fixed 
term contract (see section 2)

3 Will normally take place 
after 5-months, unless 
employee has been engaged 
on a fixed term contract (see 
section 2)

Employment 
terminated without 

notice (gross 
misconduct)

1 Held within the first month 
of employment

Yes

Yes

Yes

No

No

No

Substantive 
employment confirmed


