Academic Probation Process Map

Recruitment

The “Notification of GCAP The letter of offer is generated.
he Selection Pane Requirement Form” is Thls includes the new
completed and endorsed by the conditions of probation referring

determines a suitable
candidate during
recruitment.

probation, including

completion of PhD or
exemptions from completj
the GCAP.

Dean and forwarded for to Academic Performance
processing by HR. Standards.
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i On Boardlng The staff member begins to formulate the performance
i Relative to Within the first three months, development plan and portfolio using PDO. This includes Within the first month, the performance supervisor
| probation the staff member and the input of publications data into ROPES. conducts an initial discussion with the staff
| procedures performance supervisor The staff member’s performance development plan must member to inform them of the requirements of the
i meet to formalise the - include a goal referring to the achievement of the - position. This includes:
[} e . . .
: performance development conditions of probation as set out in their letter of offer. e  Performance development obligations
t portfolio. e  Enrolling in the GCAP where required
L | \/\
| Probation Period v
E robation Perio
! The staff member and perforhmance Probation end date notification reports
! fSUperV'S%r corlnmencet e are sent to the HR Business Partner
l per olrman%e e6ve Op“;e”.‘ pro<|:qess one year prior to the end of probation
l no later than 6 months in to the > (for tenured staff members).
| staff members employment.
! Mid-cycle reviews must be
l completed during 01/06 — 31/08. w
[}
[}
[}
, EE‘VIGW In consultation with the performance supervisor, the head y
i tage of unit provides their recommendation for confirmation : -

. ) . . . ! The staff member completes the “Request for The HR Business Partner notifies the

extension or non-confirmation of appointment. Confirmation Form” and assembles any staff member of the up-coming review ' .
NB: Any extensions of probation or non-confirmations of relevant evidence (including performance date using the relevant “Probation T:}geéhe_r oee Lhe hea(_i Of o5 Lhe
k4 P development documentation) in support of their Advice Letter” template and provides usiness Partner initiates the

appointment must be discussed with Workplace Relations |«

confirmation. The staff member is required to | the staff member with the “Request for | process for the formal probation

forward the completed form and accompanying Confirmation Form”.

documentation to the head of unit at least 2
weeks prior to the Committee meeting.

well in advance of the review stage of probation. review, at least 6 months prior to the

end of the probation period.

A representative from the Workforce The HR Business Partner is notified of

The HR Business Partner convenes

i . . Policy and Performance team ) , .
;I;]f;ecféersldlgtfelérll't;{;etld;nsst the relevant review committee, provi desyproce dural support, acts as the Committee’s deC|S|op and on the.
nprete q" based on the level of the staff . ' sthe staff membe advice of Workplace Relations, will notify
for Confirmation form” and b Committee Secretary and completes Is the staff member N bti iod v the staff member of the Committee’s
all accompanying 7 member. a report on the Committee’s confirmed? o proabtion perio es > decision in wri
documentation to the HR deliberations. extended? ecision in writing.

- NB: the staff member is encouraged
Business Partner. . .
to attend the committee meeting.
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v v
The HR Business Partner is notified of Notification of the Committee’s decision A copy of this letter is
the Committee’s decision and informs is sent to the Director of Workplace placed on the Staff
the staff member of the outcome of the Relations who notifies the staff member member’s file and SAP is
review using the “Confirmation Letter giving reasons for the Committee’s updated to reflect the
Template”. decision. decision.
A copy of this letter is A copy of this letter is
placed on the staff placed on the staff
member’s file and SAP is member’s file and SAP is
updated to reflect the updated to reflect the
confirmation. decision.
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