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1.  Introduction 

The Trust requires all new support staff employees with less than six months previous Trust/School service to 
complete a probationary period. This will enable employees to feel valued, to gain an appropriate insight into 
the workings of the Trust/School and progress into the role they are expected to play in order to make an 
effective contribution.   

2. Policy  
 
2.1  All such new employees will be subject to a 6-month probationary period. At the end of this period their 

appointment will be confirmed provided their performance and conduct are assessed as satisfactory through 
the probation review process.  

2.2 At the beginning of their employment, the employee will receive an induction into the School. The Headteacher 
or line manager will identify any training or development needs they may have and make arrangements for 
these to be met. They will inform the employee of the standards of performance and conduct that are required.  

2.3 During the probationary period the normal supervisory arrangements will apply. Additionally, the Headteacher 
or line manager will meet with the employee to formally review their progress. A note will be made of these 
discussions which will be shared with the employee and placed on their personal file. The Headteacher or line 
manager will complete the probationary review pro-forma. 

2.4  Any concerns will be discussed with the employee, at the time they arise, and appropriate support and training 
will be provided.   

2.5 If at the end of five months the employee’s performance or conduct does not meet the required standards they 
may be dismissed. In some circumstances, the probationary period may be extended up to a maximum period 
of 10 months. 

2.7 The notice period during the probationary period will be one week by either side. 

2.6 Headteachers/line managers should address all problems of performance, attendance or conduct during the 
Probationary Period via the Probationary procedure. In cases of gross misconduct this may result in a dismissal 
before the end of the probationary period. 

3. Aims/Principles  
  
3.1 The Probationary Period allows the Trust/School to assess the suitability of new entrants to the Trust or school, 

before they are confirmed in substantive posts. 
 
4. Scope/Application 
 
4.1 This policy applies to all support staff employees appointed by the school, including staff appointed on temporary 

contracts.   
 

4.2 This policy does not apply to casual workers or agency workers.  However, should they transfer to a temporary 
or permanent position, they will be required to complete a probationary period at that point.  
 

4.3 Employees who transfer from a temporary contract to a permanent contract, in the same  
             role, will not have to undergo a further probationary period if they have already been employed for a continuous 

period of 6 months and performance is deemed to be satisfactory. 
 
5. Definitions 
 
 Not Applicable 
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Contact details 

 
Chief Executive Officer Susan Walters ceo@createlearning.co.uk 01270 360030 
Deputy CEO Sarah Woodward swoodward@createlearning.co.uk 01270 

360030 
Chair of the Trust Mark Butcher mbutcher@createlearning.co.uk 01270 360030 
Chief Finance Officer Jenni Goodwin cfo@createlearning.co.uk 01270 360030 
Director of Operations Kier Glover operations@createlearning.co.uk 01270 360030 
Trust Solicitor Cook Lawyers www.cooklawyers.co.uk / 01625 725 000 
Clerk to governance Julie White (Second2None) 
Chair of Sandiway LGC Emma Zouhbi ezouhbi@sandiway.cheshire.sch.uk 

Sandiway Primary School, 84 Weaverham Road, Sandiway 
CW8 2ND 

Headteacher at Sandiway 
Primary School 

Deborah Bertram 
head@sandiway.cheshire.sch.uk 

Chair of Cuddington LGC Caroline Percy 
cwathen@cuddington.cheshire.sch.uk 
Cuddington Primary School, Ash Road, Cuddington CW8 2NY 

Executive Headteacher at 
Cuddington Primary School 

Beth Hacking 
head@cuddington.cheshire.sch.uk 

Chair of Little Leigh LGC Ryan Tomlinson 
rtomlinson@littleleighprimary.cheshire.sch.uk 
Little Leigh Primary School, Shutley Lane, Little Leigh, 
Northwich CW8 4RN 

Head of School at Little 
Leigh Primary School 

Rebecca Challinor 
head@littleleighprimary.cheshire.sch.uk 

Chair of Hartford LGC Katherine Ottewell 
kottewell@createlearning.co.uk 
Hartford Primary School, Riddings Lane, Hartford CW8 1NA 

Headteacher at Hartford 
Primary School 

Mair Fairweather 
head@hartfordprimary.cheshire.sch.uk 

Create Learning Trust 
Offices 

Cuddington Primary School, Ash Road, Cuddington CW8 2NY 

 
 


