
Probationary and Induction Action Plan – On-Call Firefighter

	
Employee Name:

	
	
Station: 
	



	
Start date:

	
	
Line Manager:
	

	
Training Course dates:

	
	
Personnel No.
	

	
Date of Induction Meeting:

	
	
Date of 1st Review

	

	
Date of 2nd Review

	
	
Date of 3rd Review:

	

	
Probation signed off (date):

	
	
Manager signature:
	








Section 1 – Induction Meeting
Overview of Station, Crew and Role– These can be taken directly from the job description, or just informally discussed with the employee. 
	Station:




	Crew: 




	Role:





Expectations of the On-Call Service– This section can cover the core code of ethics, conduct, dealing with the public, and any other key points to know initially. 
	






Managers Checklist (the below is all included in the On-Call Induction Booklet)

☐	Does the employee know the CFRS Core Code of Ethics?
☐	Does the employee know the Core Code of conduct?
☐	Does the employee have an initial understanding of their role? 
☐	Does the employee have an initial understanding of their crew, their station, and the wider service? 
☐	Does the employee know the terms and conditions of their role?
☐	Does the employee know how to make a Workplace Complaint or a Crimestoppers complaint? 
☐	Does the employee know their 124a commitment and the expectation of good attendance? 
☐	Please make sure the dates for the Four Review Meetings are agreed and put in the diary. 
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Review Meeting 1

	Date of Meeting: 

	Manager name:

	Individual summary from start date to review meeting 1:

	




	Manager summary from start date to review meeting 1:

	





	Behaviours and values demonstrated up to review meeting 1:

	 





	Training, skills, MOS completed ahead of review meeting 1:

	





	Wellbeing check-in – (scan the QR code to access the CFRS Wellbeing Hub)
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	Attendance levels:

	





	Any other comments:

	




	
Employee signature and date:
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Review Meeting 2

	Date of Meeting: 

	Manager name:

	Individual summary since last review meeting:

	





	Manager summary since last review meeting:

	





	Behaviours and values demonstrated since last review meeting:

	 




	Training, skills, MOS completed since last review meeting:

	





	Wellbeing check-in – (scan the QR code to access the CFRS Wellbeing Hub)

	[image: A qr code on a white background

AI-generated content may be incorrect.]





	Attendance levels:

	




	Any other comments:

	




	
Employee signature and date:









Review Meeting 3

	Date of Meeting: 

	Manager name:

	Individual summary since last review meeting:

	





	Manager summary since last review meeting:

	





	Behaviours and values demonstrated since last review meeting:

	 




	Training, skills, MOS completed since last review meeting:

	





	Wellbeing check-in – (scan the QR code to access the CFRS Wellbeing Hub)

	[image: A qr code on a white background

AI-generated content may be incorrect.]





	Attendance levels:

	




	Any other comments:

	




	
Employee signature and date:






Final Review Meeting 

	Date of Meeting: 

	Manager name:

	Manager confirmation of Training course completion (date and signature): 

*If the training course has not been completed by the 26-week summary, please contact the Resourcing team
	



	Individual summary since last review meeting:

	





	Manager summary since last review meeting:

	





	Behaviours and values demonstrated since last review meeting:

	 




	Training, skills, MOS completed since last review meeting:

	





	Wellbeing check-in – (scan the QR code to access the CFRS Wellbeing Hub)

	[image: A qr code on a white background

AI-generated content may be incorrect.]




	124a /Availability Form Review – to be completed 

	





	Attendance levels:

	




	Please now complete the Outcome section. 
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Probation Outcome 
	Understanding and demonstration of the Core Code of Ethics:

	





	Understanding of the CFRS Code of Conduct: 

	





	Understanding of role, team, function, responsibilities: 

	 





	Demonstration of required role responsibilities:

	





	Feedback from the Learning and Development Department on Training Course: 

	





	Has a 124a Form Review taken place?:

	




	Has the employee passed the probation period:
 
	

	Does the employee require a probation extension (Y/N) and why: 


	

	If they do require a probation extension, please include details here:






	

	
Manager signature/date:

	


	
Employee signature/date:

	


	Next steps:
· Please send a copy of this documentation, completed in full, to the Resourcing team to be saved in the employee’s personnel file. (recruitment@cumbriafire.gov.uk) 

· For Operational staff: Please ensure the L&D dept are made aware of the Probation Outcome and any impact on competency this may have. 

· For Corporate staff: Please refer to the Pay Progression Policy to confirm any increase in pay following the initial six months of employment 

· We advise managers to set up a regular 121 schedule with the employee, following the 26-week meeting (if not already in place).

· Where a Probation Extension has been discussed, Managers should have already been in contact with HR and should update them following this meeting.  
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