Academic probation process

Appointments Office

Department

HR Practitioner

Draws up appointment letter
which specifies probation
period

v

Provides electronic copy of
letter to HR Practitioner after
candidate accepts offer

v

Captures probation details

Y

Reporting Officer compiles probation plan
(goals and objectives plus development

needs) and appoints mentor

Runs SAP probation report

v

Reporting Officer reviews performance

regularly

on SAP

Key

IR = Interim report letter
FR = Final report letter

Full probation review =
HR176 form, CV, self
performance review report,
any written response, any
course assessment forms etc.

Main probation review =
HR176 form, CV, report on
activities, any written response,
DVC recommendations

A
Staff member sends CV and self

performance review report to
Reporting Officer

Reporting Officer completes
Probation Review form (HR176)

Reporting Officer discusses

content of HR176 with staff

member and obtains his/her
signature

Reporting Officer provides staff
member with copy of signed
HR176 form

No

Staff membe
accepts probation
review?

Staff member submits
written response

(optional)

Yes

Reporting Officer submits full
probation review to Dean for
comment (via HR)

probation review to HR Practitioner

Dean comments and sends full

monthly

v

Sends letter to Reporting Officer
requesting interim/ final
performance report

Letter IR1
or FR1

4
Sends letter to staff member
requesting CV and
self performance
review report Letter IR2

l or FR2

Monitors due date and if not
received escalates matter to Dean

Reporting Officer organises
meeting to provide feedback to |«

and DVC
Letter IR6
A
Submits full probation review to
DVCs for approval
Letter IR3
or FR3

DVCs No

approve? ¢
Initiates
Committee of
Yes Review

i process

Returns full probation review
(with DVC comments) to Dean for
noting

v

Updates SAP

v

Sends copy of main probation
review with any other documents
to Reporting Officer | atariR2 or

FR4 and FR5

4

staff member

Reporting Officer provides staff
member with copy of main

confirmation letter, if final review)

probation review (and

acknowledgement of receipt

A
Staff member sends

Sends staff member’s copy of
main probation review to
Reporting Officer (incl. letter of

confirmation if final review) | Letter IRS

or FR6

to HR Practitioner

Y

If interim performance report:
Retains copy of main probation review in
Faculty HR and sends original to Registry.

If final performance report:
Sends original of main probation review
to Registry.
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