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1. Recommendations 
 
Honourable Members are recommended to: 
 

(a) Approve the implementation of the following documents comprising the formal 
policies and procedures within Chapter 1 of the Management Code: 

Chapter 1:  
- Draft Recruitment, Selection and Induction Policy 
- Draft Recruitment and Selection Procedure 
- Draft Induction Procedure 
- Draft Probation Procedure 

 
(b) Authorise the Director of Human Resources to correct typographical errors, 

formatting and non-substantive drafting errors found in the documents prior to formal 
implementation. 
 

(c) Advise that the Governor seek approval of the Secretary of State on the proposed 
amendments to Appendices A. 
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2. Additional Budgetary Implications 

None 
 
3. Executive Summary 
 

3.1 This paper seeks ExCo approval for the policies and procedures comprising Chapter 1 
of the Management Code (formerly known as “Recruitment and Selection” and in 
future to be referred to as “Recruitment, Selection and Induction”).  

4. Background  
 
4.1 Following Paper 139/19 submitted last month, updating Honourable Members on 

progress with the Management Code Review, this paper seeks approval for further 
chapter revisions to the Management Code. 

Chapter 1 – Recruitment, Selection and Induction 

4.2 Chapter 1 of the Management Code (Recruitment and Selection) is one of the most 
recently revised chapters, last revised in 2014 (ExCo Paper 196/14). Although this 
revision introduced a streamlined and simpler policy and procedure, this chapter has 
remained one of the most problematic, as the lack of clear guidance has led to 
inconsistencies in its application across FIG.  

4.3 The previous delegation of many recruitment responsibilities to departments has led to 
confusion between the HR department and recruiting managers about who is 
responsible for different activities during the process and inconsistencies in the service 
expectations between different hiring managers. 

4.4 Arrangements for managing probationary periods and induction were previously 
captured across both Chapter 1 and Chapter 5 (Formerly “Training and Development”, 
now known as “Performance, Learning and Development”). This resulted in 
contradictory advice about how to handle the probation process, resulting in 
inconsistent management of this important activity. As both probation and induction 
arrangements directly relate to the recruitment process, these arrangements have been 
removed from the revised Chapter 5, as they are better captured under the remit of 
Chapter 1, Recruitment, Selection and Induction. 

4.5 The primary changes introduced via the new Recruitment, Selection and Induction 
policy and procedures include: 

4.5.1 Clear guidance on responsibilities of the HR department, Recruiting 
Managers and other stakeholders, ensuring everyone has a consistent 
understanding of their roles and responsibilities during the recruitment and 
selection process. This is intended to ensure better collaboration between HR 
and Recruiting Managers for the benefit of all participants including 
candidates.   

4.5.2 Introduction of a new recruitment planning stage at the start of the 
recruitment process, aiming to ensure key information and agreed dates are 
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captured from an early stage, hoping to prevent unnecessary delays in the 
selection process. 

4.5.3 Encouragement for Recruiting Managers to input on the necessary 
recruitment paperwork prior to advertising, including the need to review and 
update job descriptions, person specifications and advertising materials. 

4.5.4 More detailed guidance on the pre-employment checks required to support 
safer recruitment, ensuring that both local and overseas candidates are 
adequately vetted before taking up post.  

4.5.5 New procedures outlining arrangements for employee induction and 
probation, ensuring that new employees are adequately supported to get up to 
speed quickly and integrate effectively into their departments. 

4.6 These policies and procedures follow the same overall structure, principles and design 
as the other new Chapters. Additional guidance documents will be developed to 
supplement the core requirements set out in these documents. 

4.7 To support the roll-out of this new procedure, a Recruitment Planning Form will be 
introduced, which will help to develop institutional memory by keeping records of how 
recruitment campaigns have been run. Better planning of recruitment campaigns will 
lead to more innovative attraction strategies to ensure that FIG vacancies are being 
publicised to the broadest audience via the most appropriate methods.  

4.8 Training will be provided to all staff with recruitment responsibilities to ensure that the 
content of the policies and procedures are understood, particularly any elements which 
have changed. Training will also focus on ensuring that all managers understand their 
responsibilities to provide consistent and proactive management to FIG staff.  

5. Options and Reasons for Recommending Relevant Option  
 

5.1 Option One (preferred option): Accept the recommendations as detailed above. 
 
This will enable the launch of Chapter 1 of the Management Code and the development 
of corresponding training and guidance, allowing the Management Code Review 
project to move towards the overall aim of developing HR policies and procedures that 
will enable FIG to be an employer of choice. 
 

5.2 Option Two: Reject the recommendations detailed above. 
 
The rejection of these documents would represent a significant set-back in the work 
plan for the Management Code Review project and could result in the failure of this 
work to be completed within the desired timescales. 

6. Resource Implications 
 
6.1 Financial Implications 
 
There are no financial implications arising from this report.  
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6.2 Human Resource Implications 
 
The implementation of these policies and procedures will enable good HR and people 
management practice around the management of recruitment, selection, induction and 
probation within FIG. This will ensure that FIG is able to attract, select, recruit and retain the 
staff it needs, supporting the aim for FIG to become an ‘employer of choice’. 
 
The officer leading the Management Code Review project is currently employed on a two 
year fixed-term contract until May 2020. Delays in approving the draft policies and 
procedures may leave the HR Department without the necessary capacity to complete this 
project. In particular, this will limit its ability to provide adequate training and guidance to 
support the implementation of the new processes.  
 
6.3 Other Resource Implications 
 
There are no additional resource implications arising from this report. 
 
7. Legal Implications 
 
7.1 The draft Recruitment and Selection procedure complies with the requirements of the 

Falkland Islands Constitution and relevant Immigration legislation to ensure that 
candidates with permanent right to reside in the Falkland Islands are given priority in 
recruitment selection. 

7.2 The Probation Procedure has the potential to result in the removal of a public officer 
and therefore, the Secretary of State will need to authorise any changes to this process. 

7.3 With regard to implementing the revised chapters of the Management Code, provided 
that the requirements and procedures set out in the Constitution regarding the discipline 
and removal of public officers are followed, there should be no legal implications 
arising from this proposed action. 

8. Environmental & Sustainability Implications 

There are no environmental and sustainability implications arising from this report. 
 
9. Significant Risks 

9.1 A failure of FIG to have in place a robust and modern set of HR policies and 
procedures for the governance of staff undermines FIG’s ability to effectively manage 
its workforce and to attract, develop and retain staff, thereby potentially compromising 
service delivery. The Management Code review project is designed to mitigate this risk, 
ensuring a comprehensive suite of HR policies and procedures are implemented that are 
fit for purpose, more easily maintained and better understood by managers and team 
members.  

9.2 An outdated Management Code has led to inconsistent management practice across 
FIG. Lack of consistency in management practice is known to demotivate and 
disengage the workforce and expose FIG to avoidable risk. If left unaddressed, this has 
the potential to undermine principles of fair treatment, transparency and accountability 
which are fundamental to the good governance and operational efficiency of FIG.  
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10. Consultation  

10.1 Workshops covering Recruitment, Selection and Induction were held with Management 
Code Consultation Group members on 15th February 2019 and 18th September 2019.  

10.2 Draft copies of the Chapter 1 policies and procedure were circulated to CMT members 
following the meeting on 30th September 2019 and feedback has been incorporated into 
the revised drafts. 

10.3 The HR Department continues to meet with the Management Code Consultation Group 
to seek input into further chapter development, with drafting progressing across 
Chapter 9.  

11.   Communication 
 
11.1 Once the draft documents are approved, an appropriate date for implementation will be 

identified. This will allow suitable guidance to be developed and distributed to all staff. 
All-staff communication will be developed which will highlight changes made to 
existing policies and procedures.  

11.2 Training will be developed and delivered to managers and any other staff with a role to 
play in administering these policies. This preparation will ensure that all employees are 
equipped and have time to plan for the new arrangements. 

11.3 As per the other new Management Code documents, the approved versions will be 
communicated via the Intranet, on the dedicated Management Code 
page: http://intranet/Directorates/Human-
Resources/SitePages/Management%20Code.aspx. 

11.4 The HR Department will continue to provide ongoing advisory support to managers 
and their team members to ensure the revised arrangements are effectively and 
consistently implemented. 
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1. Policy Statement 
The Falkland Islands Government (FIG) recognises that in order to deliver effective services, it 
needs to attract and retain the right people in the right jobs.  

This policy and associated procedures set out FIG’s principles for recruitment, aiming to ensure a 
high-quality process that enables FIG to attract, select and induct employees into new roles.  

2. Scope 
2.1. This policy and associated procedure applies to the recruitment and induction of all FIG 

employees.  

2.2. This policy and associated procedure does not apply to locum, agency staff or sub-
contractors engaged through commercial contracts.  

3. Principles 
3.1. Recruitment, selection and induction practices within FIG will comply with current, 

relevant Falkland Islands legislation at all stages of the recruitment process. 

3.2. Recruitment and selection of staff must be conducted in a non-biased, professional, 
timely and responsive manner. 

3.3. FIG will treat all candidates with dignity and respect, and will offer a high level of service 
throughout the process, irrespective of the outcome. 
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3.4. Every recruitment campaign must be fully planned, in advance of anticipated resourcing 
needs, with vacancies only advertised once the post is established, funding secured and 
the necessary authority is given to recruit.  

3.5. To promote job opportunities within the Falkland Islands and encourage open 
competition, unless an internal candidate is identified for succession planning into the 
role; all vacancies must be appropriately advertised, including local advertising for a 
minimum period of at least one week. 

3.6. Selection processes and criteria must be suitably robust, impartial and consistently 
applied to minimise bias and ensure that equality of opportunity is maintained 
throughout the recruitment process.  

3.7. Preference will be given to candidates that have permanent right to reside in the 
Falkland Islands who meet all essential criteria for the role. 

3.8. To underpin the principle of ‘safe recruitment’, FIG will carry out appropriate vetting 
and checks to satisfy immigration legislation and to ensure any preferred candidate 
meets the requirements and standards of their appointed role.  

3.9. All new employees will be provided with an appropriate induction to enable them to get 
up to speed in their new roles and quickly integrate into their departments. 

3.10. Unless otherwise set out in writing, new employees will be subject to a probation period 
to assess their suitability for the post they have been appointed to.  

3.11. FIG has a duty to ensure value for money in the recruitment process and will endeavour 
to recruit staff in a cost effective manner.   

3.12. FIG will ensure that all employees involved with recruitment, selection and induction 
processes are provided with relevant training and support. 

3.13. FIG will ensure that appropriate records of all recruitment activity are kept, including 
documented selection decisions to ensure transparency and fairness. 

3.14. FIG will promote good practice in recruitment, selection, induction, and probation by 
continuously developing and improving its recruitment practices. 

4. Key Roles & Responsibilities 

4.1. Chief Executive 
The Chief Executive has overall accountability for: 

• Ensuring FIG is able to attract, recruit and retain the necessary staff in order to deliver 
FIG services.  

4.2. Director of Human Resources 
The Director of Human Resources has delegated responsibility for: 

C1 – 01 – POL – Recruit: Recruitment, Selection and Induction Policy – DRAFT VERSION Page 2 



 

Document ID: C1 – 01 – POL – Recruit Version 0.6 DRAFT 
 
 

• Ensuring that suitable policies and procedures are in place to enable fair, transparent 
and robust recruitment, selection and induction takes place.  

• Ensuring that appropriate training and guidance is available to managers so that they 
understand their responsibilities in relation to recruitment, selection and induction.  

• Ensuring that the HR department provides an effective and responsive recruitment and 
selection service to candidates and managers. 

• Ensuring value for money and cost-effectiveness throughout the recruitment process.  

• Ensuring that appropriate processes and strategies are in place to anticipate FIG’s 
workforce requirements.    

• Ensuring that support and advice is available to employees and managers in carrying out 
their recruitment, selection and induction responsibilities and to resolve any related 
issues. 

• Leading on resolving issues where concerns arise during the pre-employment checks 
about a candidate’s suitability for appointment.   

• Ensuring that systems are in place to monitor the effectiveness and quality of FIG 
recruitment activities.  

4.3. Directors, Heads of Service & Managers 
Directors, Heads of Service and Managers are responsible for: 

• Familiarising themselves with this policy and associated procedures and completing any 
relevant training prior to engaging in recruitment activity to ensure that effective 
recruitment, selection, induction and probation activities are carried out. 

• Acting as ‘Recruiting Manager’ for positions under their control, working with the HR 
department to plan and implement an effective recruitment campaign.   

• Identifying and anticipating recruitment needs within their department, obtaining the 
necessary approvals and funding for the creation of any new roles.   

• Providing accurate information to enable the recruitment process, including up-to-date 
job descriptions and person specifications, departmental information and suggested 
advertising approaches. 

• Ensuring that all new or revised posts have been formally evaluated before they are 
advertised and that formal authority to recruit has been granted.  

• Developing robust and objective selection criteria for each role to enable the 
identification of the most appropriate candidate.  

• Making recruitment decisions in a fair, transparent and consistent manner, without bias 
and based upon appropriate selection criteria.  
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• Conducting shortlisting, interviews and other selection exercises in a timely manner. 

• Removing themselves from the recruitment process where a conflict of interest is 
identified to ensure the process can be as fair and impartial as possible.  

• Documenting all recruitment and selection decisions appropriately.  

• Ensuring that all new employees in their departments receive a comprehensive 
induction to ensure they have the necessary information, resources and support to 
effectively carry out their roles.  

• Managing employees effectively during the probation period and addressing any issues 
in a fair, reasonable and timely manner, in line with the approved procedures.  

• Seeking support and guidance from the HR team to resolve any difficult issues.   

4.4. HR Team 
The HR Team working on recruitment activities are responsible for: 

• Supporting ‘Recruiting Managers’ to plan and implement robust, responsive and 
efficient recruitment and selection campaigns. 

• Keeping the ‘Recruiting Manager’ updated on progress throughout the recruitment 
process.  

• Providing professional HR advice to ‘Recruiting Managers’ on all aspects of the 
recruitment campaign including content of job descriptions, person specifications, 
advertising options, selection methods and offer details.  

• Providing high quality support to all candidates throughout the recruitment process.   

• Assisting candidates who have received an offer of employment to facilitate an efficient 
route through the pre-employment checks and into employment.  

• Efficiently administrating the recruitment process, including accurate record-keeping 
and timely, professional and efficient communications. 

4.5. All Employees 
All employees are responsible for: 

• Attending any necessary training to understand FIG’s recruitment standards and 
processes, before participating in any recruitment, selection and induction activities.  

• Participating in any required induction and probationary activities to ensure that any 
new employees can carry out their role to the expected standards.  

• Discussing with their manager, as soon as possible, if they intend to leave their role, to 
ensure that any resulting resourcing issues can be addressed and where necessary, 
recruitment can commence. 
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• Working with their manager to ensure that their job description remains an accurate 
reflection of the role, to enable any vacancy to be backfilled quickly, if required.  

• Working with their manager to identify any opportunities for succession planning and 
where suitably qualified, expressing their interest in any internal vacancies. 

5. Review Schedule 
This policy will be reviewed periodically to respond to any legislative or advisory changes and will 
be updated or re-validated at least every three years.   

6. Change History 

Version Date 
Actioned Description of Change Actioned 

by 
Approved 
by 

Date 
Reviewed 

0.1  August 2019  First draft of Recruitment and 
Selection principles 

LC-S     

0.2 September 
2019 

Updated to integrate induction 
and probation principles into the 
policy 

LC-S   

0.3 September 
2019 

Updated to integrate RC 
feedback 

LC-S   

0.4 September 
2019 

Updated to reflect HMcF and RC 
feedback 

LC-S   

0.5 September 
2019 

Updated version ready for CMT 
Consultation 

LC-S   

0.6 October 2019 Updated reflecting CMT feedback LC-S   
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1. Introduction 
The Recruitment and Selection Procedure outlines the main steps of the process to recruit and 
select staff. The recruitment process can be broken down into the following key stages: 
Identifying Recruitment Needs; Recruitment Planning; Advertising; Selection; Offer; and Pre-
Employment Screening.  

Any employee that requires additional guidance or advice on the recruitment process should 
contact the HR department.  

2. Process Steps & Key Considerations 

2.1. Identifying Resourcing Needs 
Before any recruitment can commence, it is important to understand the current and future 
resourcing need. This includes reviewing how the role fits into the department’s strategic and 
operational plans and ensuring budget is available to fund the post. 
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Any potential new posts should be identified by Directors (CMT Members) as part of the annual 
budget-setting process. Consideration may be given to establishing new roles mid-year, as an 
exception. 

New posts or existing posts which have been significantly amended must be formally evaluated 
using FIG’s Job Evaluation process to identify an appropriate pay grade for the role and to ensure 
equal pay for work of equal value.  

Managers should have formal authorisation to recruit to a post before commencing the 
recruitment process.  Depending on the nature and duration of the appointment Managers must 
complete the necessary forms.  Further information regarding which form to complete is 
available from the HR department. 

2.2. Planning Recruitment 
To ensure that the recruitment experience runs smoothly, it is vital that ‘Recruiting Managers’ 
(managers who are leading on the recruitment process for their department) engage with the 
HR department at an early stage in the process, providing all information required to effectively 
plan the recruitment campaign before it starts. 

In order to plan for the recruitment campaign, Recruiting Managers should provide the following 
information to the HR department:  

• Up-to-date Job Description, Person Specification and any additional information to be 
provided to candidates, 

• Details of the proposed selection methods, selection criteria and interview panel 
members, 

• Anticipated dates for advertising, shortlisting, interviews and appointment, 

• Suggested advert text, including possible advertising locations when advertising 
overseas, 

• Information about any job-specific terms and conditions of employment (e.g. shift 
patterns, allowances etc.). 

The recruitment process cannot commence until this information has been provided to a 
satisfactory standard, using the latest approved forms, which can be found on the Intranet or by 
contacting the HR department.  

Recruiting Managers are responsible for anticipating the need to start recruiting and submitting 
this data to HR with enough notice (minimum 10 working days) to enable the recruitment 
campaign to start on time. 

2.3. Advertising the Vacancy 
Recruiting Managers have job-specific and industry knowledge that is needed to help inform the 
advertising approach. Consequently, they will be expected to provide input on the suggested 
advert text and recommended locations for advertising. 
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All advertising must be cost-effective and agreed in advance with the HR department. Adverts 
will be placed by the HR team, except where alternative arrangements have been agreed during 
the planning stage.  

The HR team can provide previously used adverts or templates and can assist with formatting 
and phrasing. The HR department will review any text provided to ensure it is as engaging as it 
can be to prospective candidates and covers the necessary information to allow them to make 
an informed decision regarding their suitability for the role. 

2.3.1. Internal Recruitment 
Where there may already be suitably qualified candidates with permanent residency 
working within FIG, vacancies may be advertised internally. This helps to maximise 
succession-planning, retention and career development opportunities for existing staff.  

2.3.2. Local Recruitment 
When a candidate cannot be identified internally or internal advertising is inappropriate, 
vacancies must be advertised in line with immigration requirements. When a local advert is 
required; this will normally involve placing an advert in local media with a minimum closing 
date of at least one week. 

2.3.3. Overseas Recruitment 
Once a decision is made to recruit from overseas, vacancies will typically be advertised 
across the FIG recruitment website, social media and in relevant industry press or 
magazines. Where it is considered appropriate, local and overseas advertising may run 
concurrently.  

2.3.4. Recruitment Agencies 
The use of recruitment or executive search agencies can be highly costly and therefore will 
only normally be considered for hard-to-fill posts. 

Where a recruitment agency is engaged to fill a post, HR will maintain primary contact with 
the agency to co-ordinate the recruitment process. However, the Recruiting Manager may 
be expected to discuss the requirements of the role with the agency and to answer any job-
specific questions. 

The use of recruitment agencies does not eliminate the need to advertise the vacancy locally 
and any recruitment agency or consultant involved in the campaign must act in accordance 
with FIG’s Recruitment, Selection and Induction Policy.  

To ensure best value for money, FIG must also comply with current approved Financial 
Instructions related to engaging external suppliers.   

2.4. Applications from Candidates 
To be considered for the vacancy, candidates must apply using the FIG application form, 
submitting their application to the HR Department by the vacancy closing date.  

C1 – 01 – PRO – Recruit: Recruitment and Selection Procedure – DRAFT VERSION Page 3 



 

Document ID: C1 – 01 – PRO – Recruit Version 0.6 DRAFT 
 

Recruiting Managers may choose to accept CV applications in lieu of a completed application 
form, but this should be agreed in advance of the recruitment campaign.   

2.4.1. Acknowledgement of Applications 
The HR Department will acknowledge applications received before the deadline in writing. 

Where applications are received after the deadline, Recruiting Managers have the discretion 
to consider late applications, but there is no obligation to do so. 

2.4.2. Questions from Candidates 
The HR department will endeavour to answer any questions related to the recruitment 
process, terms and conditions of employment or living in the Falkland Islands.  

Where questions are of a technical or job-specific nature, these may be passed onto the 
Recruiting Manager for a response. Recruiting Managers are expected to respond to 
candidate questions in a timely and courteous manner.  

2.4.3. Sharing Applications with the Recruiting Manager 
Submitted applications will normally be passed by the HR department to the Recruiting 
Manager within one working day of the closing date of the vacancy. 

Where an application has been received directly by the Recruiting Manager, they must 
ensure this is shared with the HR department as soon as it is received, so the candidate’s 
details may be recorded. 

2.5. Selection of Candidates 
Recruiting Managers are expected to conduct all selection activities, including shortlisting and 
interviews, in line with arrangements agreed during the recruitment planning stage.  

2.5.1. Selection Planning 
Recruiting Managers should work with the HR department to begin planning the selection 
process ahead of the vacancy closing date, to ensure that the process proceeds smoothly.  

This includes identifying appropriate selection criteria, the methods that will be used to 
assess suitability and any logistical arrangements.  

2.5.2. Selection Criteria & Assessment Methods 
Selection criteria should be robust and as objective as possible, to allow candidates to be 
assessed fairly and minimise potential unconscious bias. 

The criteria to be assessed should be detailed in the Person Specification, but consideration 
should be given to the relevant weighting of each criteria and how best to assess these 
during the selection process. 

Recruiting Managers are encouraged to consider a range of methods to assess suitability for 
the role, including application form or CV sifting, interviews and practical assessments.  

C1 – 01 – PRO – Recruit: Recruitment and Selection Procedure – DRAFT VERSION Page 4 



 

Document ID: C1 – 01 – PRO – Recruit Version 0.6 DRAFT 
 

The Recruiting Manager is responsible for drafting appropriate interview questions and for 
developing any practical assessments that may be required. The HR team can provide 
examples of previous questions or assessments used and can give advice on developing a 
selection process which would assess the core skills and experience required. 

2.5.3. Shortlisting 
Shortlisting should take place in line with the timescales agreed in the recruitment planning 
stage (usually completed within one week of the closing date). 

Shortlisting must be carried out by a panel of at least two people to minimise potential bias, 
one of whom would normally be the direct line manager of the role. A member of the HR 
team will sit on the shortlisting panel if requested by the Recruiting Manager.   

All candidates should be assessed objectively against the essential criteria for the job using 
information supplied in their application.  

A record of the shortlisting must be made and must be passed to the HR department. This 
must evidence the shortlisting rationale and will serve as confirmation that a thorough and 
transparent process has taken place. The HR department will contact all shortlisted 
candidates to invite them to interview. 

Shortlisted candidates should be provided with details of the selection process, including any 
tests or practical assessments that will be required, giving as much prior notice as possible 
and a minimum five working days before the interview.  

Candidates should also be asked to advise if there are any particular arrangements or 
reasonable adjustments that could be made so that they can participate fully in the selection 
process.  

Unless agreed otherwise, the HR department will contact those who have been unsuccessful 
candidates at the shortlisting stage.  

2.5.4. Interviews & Assessments 
To minimise potential bias, the interview panel should consist of a minimum of two people, 
each scoring the candidates independently during the discussion. It is recommended that at 
least one panel member has a strong technical understanding of the role being recruited and 
it may also be appropriate to have a HR representative present. The Recruiting Manager will 
be responsible for convening an appropriate panel. 

During the recruitment planning process, indicative interview dates will have been 
identified. To ensure that an efficient process is followed, where possible, interviews should 
ideally take place within two weeks of the vacancy closing date.  

The HR department will normally be responsible for co-ordinating interview logistics. 
However, in some cases, it may be more practical for the department to co-ordinate this, 
notifying the HR department of the planned arrangements. 
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The HR department will be responsible for inviting candidates to attend an interview. 
Candidates must be given reasonable notice of any interview (ideally, five working days) to 
give them adequate time to prepare. 

Interview questions, the structure of the interview and arrangements for any practical 
assessments should be prepared in advance by the Recruiting Manager and subsequently 
reviewed by the HR department for suitability. Interview questions should be consistently 
applied to all candidates and be based on the requirements identified in the job description 
or the criteria set out in the person specification.  

Notes recording the salient points of the interview should be taken by panel members. 
These will be used to assess candidates against the person specification, to help in the 
decision making process and will be used to provide feedback to candidates.  Copies of these 
notes should be passed to the HR department following the selection process and will be 
kept for a minimum of 6 months. 

2.6. Make Selection Decisions 
Once all selection stages are complete, the selection panel should meet to compare scores and 
agree the final decision. This is best done immediately after the final selection stage to ensure 
accurate reflections can be documented. The Recruiting Manager will be responsible for making 
the final selection decisions.  

When making a decision, the Selection Panel must consider the following: 

• Where a candidate has permanent residency (FI Status or PRP) and has been found to 
meet all essential criteria for the job, they must be appointed ahead of any Work Permit 
candidates, even if they do not score as highly as other potential candidates.  

• Where multiple candidates meet all essential criteria and therefore are appointable, 
evidence relating to ‘desirable’ criteria should also be considered to determine the order 
of overall suitability.  

• Where more than one candidate is appointable, candidates may be kept in reserve to 
allow subsequent offers to be made if a conditional offer to the preferred candidate is 
not successful.  

• Where a candidate is found to not meet all essential criteria, the criteria which were not 
demonstrated during the selection process must be set out in writing, with clear, non-
discriminatory rationale.  

Documented details of the recruitment decision should be submitted by the Recruiting Manager 
to the HR department within 48 hours of completing the selection process and must include the 
following information: 

• Outcome of Selection Decision for each candidate, clearly indicating whether they are 
the ‘Preferred Candidate’, a ‘Reserve Candidate’ or ‘Unsuccessful’, 
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• Rationale for the decisions, including selection panel scores and appropriate feedback 
for the candidate, 

• Copies of any interview notes or assessment documentation gathered during the 
selection stages, 

• For ‘preferred’ or ‘reserve’ candidates, proposed offer details.  

2.7. Communicate Decisions & Make Offers 
The HR department is responsible for communicating recruitment decisions to candidates and 
will do so in a timely manner.  

2.7.1. Authorise Recruitment Decisions 
In the majority of cases, no additional authority is required before an offer can be made to 
the successful candidate.  

However, there are some positions which require authorisation from Their Excellency the 
Governor, before an offer can be made. The HR department will compile the necessary 
paperwork to seek the Governor’s authorisation when required, using the information 
submitted by the Recruiting Manager, following the decision-making process. 

Appointments will usually be made at the bottom of the advertised salary scale, unless 
directly relevant experience justifies additional increments. Where it is proposed to offer a 
salary over and above the minimum for the grade, the Director of HR should be consulted 
before any such offer is made. No appointment can be made above the advertised pay scale.   

2.7.2. Make Offer to Preferred Candidate 
Unless prior authorisation has been given to the ‘Recruiting Manager’ to do so, the HR 
department will contact the preferred candidate with details of any offer. 

Once the selection decision has been made and the documented decisions have been 
passed to the HR department, the HR team will produce a written offer of employment that 
will be sent to the candidate within 24 hours of a verbal offer being made.  

The candidate will normally be expected to accept or decline the offer within five working 
days of receiving it. 

2.7.3. Reserve Candidates 
Where candidates are identified as being appointable, but are not the preferred candidate, 
they may be considered as ‘reserve’ candidates. These candidates will not normally be 
notified of the interview outcome until the preferred candidate has either accepted or 
rejected the offer of employment.  

If the preferred candidate accepts the offer, the reserve candidates will be sent a tailored 
notification by the HR department explaining that although FIG is not in a position to make 
an offer at that time, we found them appointable and we would like to hold them in reserve.   

2.7.4. Unsuccessful Candidates 
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The HR department will send notification to all unsuccessful candidates within five days of a 
decision being made to reject a candidate. The nature of this communication will depend on 
the stage in the recruitment process reached. 

If a candidate requests feedback about their performance in the selection process, this will 
be provided by the Recruiting Manager.   

2.8. Pre-employment Screening 
All offers of employment will be subject to satisfactory completion of pre-employment 
screening. The HR department will lead on all pre-employment checks and ensure appropriate 
records are kept.   

2.8.1. References 
For most roles, a minimum of two employment references will be required, one of which 
must be from the candidate’s current or most recent employer. The HR team will send 
completed references to the Recruiting Manager as soon as they are received. 

Personal or character referees may also be required or supplied instead of employment 
references for candidates who are not able to provide recent professional references (e.g. 
students, those on a career break).  

If a reference request does not come back within a reasonable time period, one further 
attempt will be made to contact the referee before contacting the candidate and asking if 
they can supply alternative contact details. If a reference still cannot be obtained in a 
reasonable timeframe, FIG may consider withdrawing the offer.  

2.8.2. Verify Qualifications 
Where professional registration, a license to practice, specific qualifications or educational 
attainment (e.g a university degree, medical registration or accounting qualifications) are an 
essential requirement of the role, the HR department should request to see the original or 
notarised copies of any relevant certificates and/or check current validity of the 
membership/license before confirming any appointment. Original documents will be 
returned to the applicant and copies of these checks will be kept on file. 

HR will notify the Recruiting Manager immediately if there are any issues relating to 
qualifications or professional registration.   

Once appointed, the responsibility for checking the continued validity of any qualifications 
or certifications will rest with the employing department.  

2.8.3. Work Permit Application 
All candidates without permanent residency must complete the necessary forms and checks 
in order to obtain a Work Permit, as specified by the current immigration legislation. 

For those recruited from overseas, the Work Permit application forms should be submitted 
via the HR department, who will pass the necessary forms to the Customs and Immigration 
Department. Any accompanying dependents that do not have the right to permanently 
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reside in the Falkland Islands (PRP/FI Status) will also be required to go through the same 
checks. 

2.8.4. Occupational Health Assessment 
All candidates must complete an Occupational Health check which asks for details of the 
candidate’s medical history and any pre-existing medical conditions. This information is 
required to assess medical suitability to carry out the role, in particular identifying whether 
any existing conditions or injuries have the potential to prevent someone from safely 
carrying out the duties of the role or whether any adjustments can be made to mitigate any 
risk. Where necessary, candidates may be required to attend a face-to-face or telephone 
assessment to confirm their suitability for the role. 

The Pre-employment Occupational Health Assessment is separate and in addition to any 
medical screening required to secure a Work Permit. Candidates requiring a Work Permit, 
and their accompanying dependents, will also need to satisfy the medical and dental checks 
required as part of the immigration process. 

Failure to comply with this process may mean that medical clearance cannot be confirmed 
and the offer of employment may be withdrawn. HR will notify the Recruiting Manager of 
any issues which arise as part of this process.  

2.8.5. Criminal Record Checks 
All applicants are expected to disclose convictions upon application. Criminal records will 
only be considered for recruitment purposes when the conviction record is relevant. Having 
an ‘unspent’ conviction will not necessarily prevent a candidate from being employed. This 
will depend on the circumstances, the offence committed and nature of the role. An 
appropriate risk assessment will be carried out based on the knowledge obtained before an 
offer can be confirmed. Any information given will be treated as confidential and will be 
considered only in relation to the post to which the application refers.  

Candidates currently resident overseas requiring a Work Permit will, as part of immigration 
requirements, be required to provide a criminal record check for themselves and any 
accompanying dependents as part of this process.  

Failure to declare information that is directly relevant to the post applied for could lead to 
the withdrawal of an offer of employment or withdrawal of any relevant work permit, if 
identified after the candidate has started employment.  

2.8.6. Sensitive Posts 
Where posts are designated as ‘Sensitive’, applicants will be advised of that fact at the 
recruitment stage. 

There are two types of sensitive roles:  

• Positions working with children or vulnerable people, which will require enhanced 
disclosure, 
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• Positions that will have considerable access to sensitive information, such as 
matters of national security or personal data. 

The principles of ‘Safe Recruitment’ will be followed for all positions, but additional 
attention will be paid to references, career history and criminal records for any candidates 
being considered for sensitive positions.  

All application forms, job adverts and recruitment briefs for sensitive roles will contain a 
statement indicating the level of disclosure that will be requested in the event of the 
applicant being offered the position. Heads of Service must maintain a list of all sensitive 
roles in their department. 

2.8.7. Enhanced Disclosure 
Where candidates are UK Nationals or have previously lived within the UK and are applying 
for sensitive roles working with vulnerable people, Disclosure and Barring Service (DBS) 
Checks will be sought at Enhanced Level. For teachers and those working in schools, ‘List 99’ 
checks will also be obtained.  

Candidates who have lived in countries outside of the Falkland Islands or the UK may need 
to request additional certificates or records documenting any criminal record history held 
outside of the UK. For roles subject to enhanced disclosure, this should cover every country 
where the candidate has lived and worked previously. 

2.8.8. Withdrawing Offers 
The HR department will inform the Recruiting Manager of any concerns identified during the 
pre-employment checks. Based on information received, it may be necessary to review and 
occasionally withdraw offers of employment.   

2.8.9. Recruitment Risk Assessments 
If a Recruiting Manager requests to proceed with the appointment before all of the above 
checks have been satisfied or where concerns have been raised by the pre-employment 
checks, they must complete any necessary Risk Assessment forms and submit them to the 
HR department for review. The Risk Assessment form is available on the HR Intranet page. 

This process outlines the checks which have not been satisfied to the expected standard or 
are still outstanding, alongside any measures that may be put in place to mitigate the 
potential risks identified. 

The Director of HR will make the final decision as to whether this documented risk can be 
managed. Where the Director of HR is not satisfied that the risks can be mitigated, the 
candidate must not start work and it may be that the offer of employment will be 
withdrawn.  

After an employee has commenced employment, if something later comes to light that was 
not identified during the pre-employment checks or risk assessment process, this will 
normally be investigated under the Conduct and Disciplinary Procedure.  
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2.8.10. Work Permit Concerns 
The Recruitment Risk Assessment process cannot be used to mitigate the situation where a 
Work Permit has not been issued for an overseas candidate, as they will be unable to enter 
the Falkland Islands without satisfying immigration requirements. It is illegal to start work 
without the necessary immigration permissions. 

Where an issue with securing a Work Permit has been identified, the HR department will 
lead on resolving these matters, working alongside the Recruiting Manager and Principal 
Immigration Officer.  

2.9. Confirm Start Arrangements & Prepare for Induction 
An applicant cannot start work until all pre-employment checks have been completed or the 
Director of HR is satisfied that any required Risk Assessments have been carried out to a 
satisfactory standard. 

2.9.1. Local Appointments 
The HR Department will notify the Recruiting Manager once the pre-employment checks 
have been completed and the department can then prepare for the arrival of the new 
employee.  

In practice, some arrangements may begin before this stage (e.g. provision of IT equipment 
or office furniture), but a start date may only be confirmed once the checks have been 
satisfied.  

The Recruiting Manager should confirm arrangements are in place and notify the HR 
department of the planned date of appointment, to enable the Letter of Appointment to be 
issued once the employee starts.  

2.9.2. Overseas Arrivals 
Once the pre-employment checks are completed and the work permit is secured, the HR 
department will make arrangements for the employee and any dependents to arrive in the 
Falkland Islands. 

The Recruiting Manager should make arrangements for the employee’s induction to the 
department and the Falkland Islands. 

• The HR department will book flights for the employee and any recognised 
dependents. In practice, where the anticipated start date is a busy time of year, this 
may occasionally happen before pre-employment checks are completed, but 
consideration should be given to possible cancellation charges and the candidate 
should be informed these arrangements will need to change if a Work Permit cannot 
be secured in time for the planned date of arrival. 

• The HR department will notify the Recruiting Manager and housing department of 
the expected date of arrival.  
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• The HR department will arrange for half of the relocation grant to be paid in 
advance, with the remainder to be available upon arrival.  

2.9.3. Induction 
Induction is the final stage of the recruitment process. Once the successful candidate has 
accepted the offer of employment and a start date has been agreed, the line manager will 
be responsible for preparing a comprehensive induction for the employee, in line with 
arrangements set out in the Induction and Probation Procedure.  

2.10. Casual Recruitment 
To fulfil short-term resourcing needs, FIG operates a system of ‘Casual’ recruitment, providing a 
flexible resourcing pool that can be used to cover a short-term demand for skills or capacity 
within a department. Casual appointments are not intended to be used to cover vacancies in the 
long-term.  

2.10.1. Joining the Casual Register 
Candidates who wish to join the Casual Register should complete the standard FIG 
application form, providing clear information about the sort of work they are available for 
and their past employment experience, enabling FIG to match casual staff to suitable roles 
when they arise.  

2.10.2. Recruiting Casual Staff 
Departments who wish to appoint Casual staff for any role should contact the HR 
department explaining their resourcing requirement, including details of the type of role 
that needs to be fulfilled and the expected hours and duration of the need.  

The HR department will review the Casual Register and contact possible candidates to 
identify whether there may be anyone available that is able to fulfil the department’s 
requirements. 

Departments may require potential casual staff to complete a simple selection process, such 
as a brief interview, in order to identify the most appropriate person to fulfil the role. 

2.10.3. Appointing Casual Staff 
Casual staff will be subject to the same vetting and, where applicable, Work Permit 
requirements as permanent employees.  

Many regular casual vacancies are appointed on an hourly rate, e.g. Gypsy Cove Wardens or 
Supply Teachers. Where an established pay rate does not exist for the specific role being 
performed, casual staff will usually be paid an hourly rate equivalent to Step 1 in the 
relevant grade of the appointed role. 

2.10.4. Review Ongoing Casual Arrangements 
As casual appointments are designed to provide resourcing flexibility, the use of casual 
contracts should be reviewed by managers periodically to identify any cases where casual 
employment is being used to cover a long-term resourcing need. 
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3. Process Diagram 
The following flowchart diagram outlines the main steps of the recruitment and selection 
process.  

It does not highlight all the decision points, interim steps or indicate who should take each 
action, but are designed to help guide people through the relevant sections of the procedure.   

Where process step numbers are used, these refer to the relevant section in this document, e.g. 
Step ‘2.2. HR department advertises vacancy’ refers to Section: 2.3. Advertising the Vacancy. 

When viewing this document digitally, you are able to click on the number on the diagram to 
jump to the relevant section of this document. 
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4. Review Schedule 
This procedure will be reviewed periodically to respond to any legislative or advisory changes, 
and will be updated at least every three years.  

5. Change History 

Version Date 
Actioned Description of Change Actioned 

by 
Approved 
by 

Date 
Reviewed 

0.1 August 2019 First draft of Recruitment 
Procedure LC-S   

0.2 September 
2019 

Revised draft following RC 
feedback LC-S   

0.3 September 
2019 

Revised draft following HMcF 
feedback LC-S   

0.4 October 2019 
Revised draft to update pre-
employment screening 
information 

LC-S 
  

0.5 October 2019 Revised following CMT feedback LC-S   

0.6 October 2019 Revised following further CMT 
feedback LC-S   
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1. Introduction 
The Induction and Probation Procedure outlines the main steps involved in welcoming and 
inducting new employees. 

This procedure will be supported by an Induction Checklist and guidance, which will help 
managers to carry out these responsibilities to support new employees effectively.    

2. Process Steps & Key Considerations 

2.1. Prior to Start Date 
Before a new employee joins, the Recruiting Manager should make contact with them to agree 
arrangements for their first working day and their arrival in the islands, when recruited from 
overseas.   

The Recruiting Manager is responsible for making the necessary arrangements, as detailed on 
the latest Induction Checklist to ensure that the employee has everything they need for their 
first day at work.  

2.2. First Day at Work 
On an employee’s first day, it is important to make them feel welcome by ensuring they are 
introduced to the team and their new workplace.  

The level of induction required will vary depending on whether the employee is simply new to 
the role/department (internal transfers), new to FIG (local recruits) or new to the Falkland 
Islands (overseas arrivals), but all employees require some support on the first day in a new job.  

The line manager should meet with the employee on their first day to outline their induction 
process and arrangements for their first few days in work.  
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2.2.1. Local Recruits 
Although Falkland Islands residents may already be familiar with FIG buildings, colleagues or 
departments, it is possible they could still be quite new to the Islands or have never worked 
for FIG before. Employees transferring from one team to another will still need an 
introduction to their new place of work, colleagues and internal policies and procedures.  

2.2.2. Overseas Arrivals 
In addition to the arrangements for local recruits, new staff from overseas will require 
support on the first working day to complete the basic tasks involved in relocating. 

Managers should use the Induction Checklist to ensure new starters are taken to all the 
necessary locations within their first few days of arrival.  

During these visits, you should point out key landmarks to help the employee navigate their 
way around Stanley and you may also want to provide them with a map. If their role will 
involve working or visiting multiple locations, you may also want to point out the main 
Government offices.  

2.3. Departmental Induction 
Departments should have an agreed programme of activities which forms the basic induction 
within their department.  

This may include a number of meetings with key stakeholders, visits to other departments or 
service providers, presentations outlining important information or additional training to cover 
key systems or ways of working, in particular, health and safety responsibilities or safeguarding 
arrangements.  

2.4. Corporate Induction 
FIG aims to hold a regular Corporate Induction session, coordinated by the HR department, 
which provides information on: 

• The political and economic status of the Falkland Islands, 

• An introduction to the key stakeholders, 

• Public Sector Code of Conduct and expectations within FIG 

• A basic introduction to the Falkland Islands 

All new employees are expected to attend this session, as it also provides an opportunity for 
new staff to meet and develop peer relationships.  

3. Review Schedule 
This procedure will be reviewed periodically to respond to any legislative or advisory changes, 
and will be updated at least every three years.  
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4. Change History 

Version Date 
Actioned Description of Change Actioned 

by 
Approved 
by 
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0.1 September 
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1. Introduction 
The Probation Procedure outlines the steps involved in managing new employees during their 
probation period and confirming the outcome of their probation.  

The probation period forms part of the employee induction process and is used to communicate 
the standards of performance, expectations and behaviour required within FIG, giving the new 
employee and manager time to identify whether the employee is suited to the role.  

2. Process Steps & Key Considerations 

2.1. Requirement for Probation Periods 
FIG normally requires all employees to complete a probation period. However, line managers 
have the discretion to not require a probationary period to be served in certain circumstances 
with the agreement from the HR department (for example, when an employee transfers 
between roles in the same Directorate). The length of the probationary period will be outlined in 
the employee’s terms and conditions of employment.  

2.2. Setting Expectations & Reviewing Progress 
In the first few weeks of joining the line manager will discuss the expectations of the new 
employee, explain required standards and set mutually agreed objectives for the probation 
period. The expectations will be based on the job description, the organisational and 
department objectives and mandatory training requirements. Feedback should be offered 
regularly so the employee is aware of any improvements or development that is needed to 
reach the required standards. 
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During the probation period, it is recommended managers meet for a one-to-one meeting with 
the new employee on a monthly basis. The HR Department will send line managers a reminder 
of their probation responsibilities. However, it is the line manager’s responsibility to ensure the 
mid-point and end of probation review discussions are completed within the necessary 
timeframes.  

2.2.1. Probationary Objectives 
During the employee’s first month of a probation period, the line manager should meet with 
the employee to set probationary objectives, as follows:  

• 3-6 main objectives to be completed during the probationary period. These will be 
the goals and actions the employee is required to complete, the outputs expected, 
and the anticipated deadlines or measures of achievement that will be used to 
monitor progress of each objective. 

• Any development needs or mandatory training.  

• Summary of any outstanding induction activities to be completed.  

Both the new employee and the manager should retain a copy of this plan and should refer 
to it in regular one-to-one discussions during the employee’s first few months. A copy must 
also be sent to HR.  

2.2.2. Serious Issues during Probation Period 
Where serious performance or disciplinary issues occur early on during the probation 
period, the line manager should contact the HR department immediately to discuss the 
concerns. 

Consideration will be given to whether the matter should be considered under the Conduct 
and Disciplinary Procedure or where appropriate, an earlier Probation Review meeting will 
be arranged setting out the performance concerns and indicating that the probation period 
is likely to be failed early.  

2.2.3. Probation Mid-Point Discussion 
Once an employee is half-way through their probation period the line manager should 
arrange a one-to-one meeting with the new employee to discuss progress. 

Where there is a concern that the employee is not yet adjusting to their new role or 
integrating well within the department, the manager must provide appropriate feedback to 
the employee to help them address these concerns. Feedback offered should be honest, 
timely and specific, based upon facts, documented evidence or observed actions or 
behaviours.   

A written record of the meeting must be taken and a copy shared between the manager and 
employee. 

2.3. Probation Review 
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During the last month of the probation period (or earlier in the case of serious performance 
concerns and with the agreement of the HR department), the line manager should arrange a 
one-to-one Probation Review meeting. 

The purpose of this meeting is to discuss the progress that has been made by the employee in 
their new role and where performance concerns exist, to identify whether there is a need to 
potentially extend or fail the probation period.  

2.3.1. Preparing for the Probation Review 
Before this meeting, the line manager should have a good idea about the likely outcome of 
the probation period (pass, extend or fail).  

In circumstances where there a manager is considering extending or failing a probationary 
period, managers will be expected to have raised concerns with the employee in previous 
meetings. This feedback should be shared throughout the probation period as far as is 
reasonable. Advice and support can be sought from the HR department at any stage of the 
process. 

2.3.2. Conducting the Probation Review – Potential Outcomes 
The line manager needs to indicate at the Probation Review meeting whether they believe 
the employee has met the required standard and should be confirmed in post or whether 
they feel improvement may be required in order for the employee to pass probation. 

The focus of the discussion will therefore vary depending on the intended probation 
outcome: 

• Passed Probation: 
Where the manager feels the employee is already meeting the standards expected and 
therefore the employee is on track to pass their probation, the meeting discussion should 
recognise what the employee has achieved in their first few months. 

The discussion should also look forward to identify where the employee can develop further 
and where additional progress will be needed to enable the employee to continue to 
perform well in their role and meet their performance objectives during their first year.  

After the probation period, the employee’s performance should then continue to be 
managed following the arrangements set out in the performance management procedure. 

• Extend Probation: 
Extension of the probationary period may be appropriate where the performance, behaviour 
or conduct of the employee has not met the required standard, and it is believed that these 
concerns can be addressed during the extended period. 

During the Probation Review meeting, the employee must be given an opportunity to 
respond to this feedback and should identify areas where they feel they need further 
development or where they have not yet been provided with the information or resources 
they need to effectively carry out their role.  
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Where the line manager wishes to extend the probation, they should explain in the meeting 
the reasons for the extension, the length of the extension (usually no more than twelve 
months from the employee’s start date), any support or training to be provided and the 
improvements that are required. The manager should also explain that their decision will be 
later confirmed in writing by the HR department, including a reminder that any failure to 
meet these requirements will result in failure of the probationary period and therefore 
termination. 

• Failed Probation: 
If, after regular reviews, feedback has been given and appropriate training and support has 
been provided, it becomes evident that the employee is unable to reach the required 
standards during the probation period then employment may be terminated. Employment 
may also be terminated where the employee has failed to complete mandatory training, 
despite support being given to enable them to do so or where a decision is taken under 
provisions of the Conduct and Disciplinary Procedure. 

No decision to terminate employment should be communicated to an employee before this 
has been discussed with the HR department. 

Where the line manager proposes to fail probation, they should explain to the employee 
during the probation review that this decision needs to be authorised, before it will be 
confirmed in writing by the HR department. The manager should also explain that the 
employee will have the right to an appeal and that any resulting dismissal will be with 
contractual notice.  

2.3.3. Document Probation Review 
Following the Probation Review meeting, a summary of the discussion should be 
documented in the Probation Plan by the line manager. 

The updated Probation Plan must clearly explain the decision taken (i.e. Pass, Extend or Fail 
Probation) and the rationale and evidence supporting this. The updated plan must be 
completed as soon as possible after the meeting and within five working days.   

2.4. Confirming Probation Outcomes 
The probation outcome will not be finalised until an updated Probation Plan has been submitted 
to the HR department by the line manager documenting the employee’s performance during the 
probation period and the discussion from the Probation Review. 

The Probation Period does not automatically expire and the outcome will not be passed or failed 
until confirmed in writing. 

If the employee has passed their probation, the line manager should share the updated 
Probation Plan directly with the employee, confirming in writing that the probation period has 
been passed. The HR department should be in copy.   
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Where a decision has been taken to extend or fail probation, the line manager should submit the 
updated Probation Plan to the HR department for review, before the outcome can be confirmed 
in writing. The HR department will communicate the outcome to the employee.  

Where an employee disputes the information set out in the Probation Plan, they should raise 
this with their line manager or HR in the first instance to seek an informal resolution. Where this 
cannot be resolved informally, the matter may be raised via the Grievance procedure, or where 
the outcome may be failed probation, this may be addressed via a Probation Appeal.  

2.5. Probation Appeals 
Where a decision has been taken to fail the probation period, the employee will be informed of 
their right to appeal.  

2.5.1. Requesting Right to Appeal 
Where an employee wishes to appeal the decision to fail a probation period, they should put 
their request to appeal in writing to the HR department within five working days of receiving 
the probation outcome letter, explaining the reasons and evidence to support their belief 
that the decision may be unfair, unjustified or unreasonable given the circumstances.  

2.5.2. Probation Appeal Hearing 
The HR Department will arrange for a Probation Appeal Hearing, which should normally take 
place within ten working days of the probation decision being confirmed. 

The appeal hearing will normally be chaired by a relevant Director (CMT Member). The 
employee’s line manager and a member of the HR department will also be in attendance. 
The employee also has the right to be accompanied at this meeting by a companion (work 
colleague or Trade Union Representative).  

The employee should be given the opportunity to present their reasons for the appeal. The 
line manager will also be given an opportunity to respond. Any documentary evidence will 
also be reviewed. The Appeal Chair will need to review the evidence available at the hearing 
and make a decision whether or not to uphold the appeal. 

2.5.3. Confirming Outcome of Probation Appeal 
A written record of the meeting should be taken and a copy of notes from the meeting will 
be shared with the employee alongside confirmation of the outcome.  

Where the appeal is upheld, the probation period will normally be extended to allow for any 
additional support that needs to be given to the employee to help them address any 
performance concerns that remain. 

Where an appeal is not upheld, the probation outcome will be confirmed as ‘failed’ and the 
employment will be terminated with notice, subject to any further right to review under the 
Governor’s Review Policy and Procedure (contained in Chapter 4 of the Management Code). 

3. Process Diagram 
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The following flowchart diagram outlines the main steps of the Probation process.  

It does not highlight all the decision points, interim steps or indicate who should take each 
action, but are designed to help guide people through the relevant sections of the procedure.  
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4. Review Schedule 
This procedure will be reviewed periodically to respond to any legislative or advisory changes, 
and will be updated at least every three years.  

5. Change History 

Version Date 
Actioned Description of Change Actioned 

by 
Approved 
by 

Date 
Reviewed 

0.1 September 
2019 

First draft of Induction and 
Probation procedure LC-S   

0.2 September 
2019 

Revised draft incorporating RC 
feedback LC-S   

0.3 October 2019 Revised draft after discussing 
probation failure process LC-S   

0.4 October 2019 
Probation process split out from 
Induction process and diagram 
re-drawn 

LC-S 
  

0.5 October 2019 Updated to reflect RC changes LC-S   
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