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Academic Probation and

Confirmation
Procedure

1 Important Information
(A). This document defines the nature and purpose of probation for Academic Employees and sets out eligibility, timeframes and responsibilities of the Academic Employee, the Supervisor and Head of School, and outlines the role of the Senior Deputy Vice-Chancellor and the Academic Promotions Committee, throughout the probation process.

(B). An annual performance review is to be completed in addition to this procedure. Refer to the Performance Reviews entry on the Service Directory for more information. 

(C). This procedure is to be read in conjunction with the following —
(1). Organisational Development Policy

·  https://www.uwa.edu.au/policy/home?#faq-4faf663a-97fe-43be-bc34-46a8a61e219f
(2). Organisational Development guideline 

· https://www.uwa.edu.au/policy/home?#faq-4faf663a-97fe-43be-bc34-46a8a61e219f
(3). Performance Reviews Service Directory entry
·  https://uniwa.sharepoint.com/sites/sd-Human-Resources/SitePages/Complete-my-performance-review.aspx
(4). Employee Onboarding Guide for Leaders
· https://uniwa.sharepoint.com/:b:/r/sites/sd-Human-Resources/SiteAssets/Documents/Employee%20Onboarding%20Guide%20for%20Leaders.pdf?csf=1&web=1&e=SIRAN4
(5). Academic Employees Agreement

· https://uniwa.sharepoint.com/sites/intranet-people/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fintranet%2Dpeople%2FShared%20Documents%2FEnterprise%20agreements%2FApproved%20Academic%20Employees%20Agreement%202017%20as%20varied%2Epdf&parent=%2Fsites%2Fintranet%2Dpeople%2FShared%20Documents%2FEnterprise%20agreements
2 Probation Period

(A). The purpose of the probation period is to establish whether there is an appropriate match between the person, the job, and the work environment. The desired outcome of a probation period is that employment will be confirmed under the terms of the employment contract.

(B). The probation period also provides the Employee, in conjunction with their Supervisor, the opportunity to address any issues relating to performance that may act as a barrier to the successful completion of the probationary period. 

(C). At all stages of the probation period the Employee must have the opportunity to remedy any work conduct deficiencies and should be provided with development, coaching and counselling by their Supervisor.
(D). Employees employed on either fixed-term or ongoing (tenurable) appointments are subject to probationary periods - refer to Term of academic probationary periods.

(E). Employees in ongoing (tenurable) positions must submit an academic portfolio annually until the end of the probationary period. For all academic levels (other than Level A) the probationary period is typically three years. Level A probationary period is five years.

(F). The probationary period for academics employed in fixed-term positions is three to six months, and the submission of the academic portfolio is not required.

(G). The academic probationary period will include documented evidence that there has been performance and development discussions to manage the Employee's performance.

(H). Performance assessment during the probationary period will include consideration of achievement relative to opportunity and will require appropriate evaluation of achievements in relation to —

(1). the quantum or rate of productivity;

(2). the opportunity to participate in certain types of activities; and

(3). the consistency of activities or output over the period of consideration.

(I). Before the end of the probation period, a decision must be made as to whether the employment should be confirmed as specified in the employment contract, the probation period extended or (in the event that the Employee cannot meet the probation criteria) the employment annulled.

3 General Conditions Governing Probation

(A). Throughout the probationary period the Employee is to be provided with regular feedback on their performance. The regularity of such feedback will largely depend on the needs of the individual Employee.

(B). Successful induction and participation in the Commencement Performance Development Appraisal (CPDA) is important to the successful development of a career in the University.

3.2 Commencing the Probation Period - Induction

(A). Within one week of commencement, the Supervisor will provide an induction to the work area. Guidance for Supervisors is provided through the online onboarding portal in eRecruitment. Refer to the Employee Onboarding Guide for Leaders for more information. 

(B). The Supervisor will —

(1). ensure that the Employee receives induction to the work area, including a Health and Safety Induction for the work area;

(2). provide the Employee with a copy of or access to the Minimum Standards for Academic Levels (MSALS), the expectations of an academic in the school or work area, and any other documentation relevant to the position;

(3). ensure the Employee is aware of the requirement to comply with the University Code of Ethics and Code of Conduct, as specified in the contract of employment; and

(4). ensure that the employee is aware of the importance of a CPDA (see 3.2).
(C). The Supervisor should request the activation of a CPDA in the online Performance Review system by contacting Office-OD@uwa.edu.au.
Commencing Performance Development Appraisal (CPDA)

(D). Within two months of commencement a CPDA is to be completed. Induction and participation in the CPDA is important to the successful development of a career in the University. During the CPDA new Employees should be provided with probation criteria and details of performance expectations and timeframes during the probation period. The Supervisor will —

(1). explain the probation process, the Academic Portfolio requirements and set dates for probation review;

(2). ensure that the Employee is aware of the performance expectations of the role, and how those expectations align with the School/Institute/Centre and University strategic objectives;

(3). discuss the process for dealing with concerns during the probationary period and for providing on-going feedback; and

(4). confirm the discussions in writing and provide a copy to the Employee. 
Performance Review (formerly known as Performance Development and Appraisal / PDA) 
(E). The Performance Review is to be conducted annually during the probationary period and beyond.

(F). The expectations of both the Employee and the University must be reflected in the Performance Review and will normally be —
(1). expressed as goals or outcomes to be achieved;

(2). related to the expectations of all University staff;

(3). consistent with the School’s workload model;

(4). related to the level and time frame of the appointment of the Employee, and the opportunities provided in these arrangements for the Employee to meet performance expectations;

(5). clearly specify expectations for the School or work area, and the University during the probationary period and the longer term; and

(6). designed to ensure that the Employee can work productively in the University.

Academic Portfolios

(G). The Employee will submit an Academic Portfolio annually to the Head of School (or equivalent). Failure to comply with this employment condition may result in extension of probation or the annulment of the appointment.

(H). The due dates for submitting the Academic Portfolio will be on the anniversary of commencement for all but the final report.

(I). Submission of the final report is to be no less than four months before the end of the probation period —
(1). Level A - 56 months after commencement (4 years and 8 months); and

(2). Levels B-E - 32 months after commencement (2 years and 8 months).

(J). Failure to comply with submission dates of Academic Portfolios may result in extension of probation or the annulment of an appointment - refer to Procedures for late submission of academic portfolios.
Probation Periods

Academic Employees Appointed to Ongoing (Tenurable) Positions

(K). Probation periods are determined by the term of appointment and the academic level of the Employee. Refer to Term of academic probationary periods.

Fixed-term Staff On Second Or Subsequent Contracts

(L). Any second or subsequent fixed-term contract may contain a probationary period where the second or subsequent fixed-term contract is for a position where the duties are substantially different to those of the prior position.

(M). When an Academic Employee who has held fixed-term appointments secures an ongoing (tenurable) appointment, the relevant probation period for ongoing (tenurable) appointments will normally apply. On recommendation of the Head of School to the Senior Deputy Vice-Chancellor as the decision-maker, the probation period may be shortened having regard for any probation period served when employed on a fixed-term basis.

Periods of Extended Leave

(N). If a probationary Employee takes periods of extended leave of greater than three months (such as parental leave or leave without pay), the probationary period may be extended by an equivalent period. The period of extension will be determined by the progress of the Employee towards satisfying the probation requirements and the length of absence.

(O). Other than in the case of late submission of the academic portfolio, the probation of Level A Employees will only be extended in exceptional circumstances.

The Impact of Academic Promotion on Probation

(P). When an Employee who occupies an ongoing (tenurable) appointment subject to probation is successful in attaining a promotion prior to the expiry of the probation period, the appointment will be converted to ongoing (tenured) from the date of promotion.

(Q). When an Employee who occupies a fixed-term contract is successful in attaining a promotion before the expiry of the probation period or before the end of the appointment, the new appointment is not normally converted to ongoing but the Head of School may make such a recommendation. The Senior Deputy Vice-Chancellor is the decision maker. Regard will need to be given to the reason for an Employee being on a fixed-term contract (e.g. external funding) which could result in a position not being eligible for ongoing status. This does not affect the Employee's eligibility to apply for promotion.

4 Responsibility of the Employee

(A). All probationary Employees are required to undertake a Commencing PDA within two months of commencing, followed by an annual Performance Review as part of the University's performance and development process. Employees have a responsibility to take all reasonable actions to ensure that performance objectives are met and whenever difficulties are encountered they should seek early guidance and support from their Supervisor(s). There are requirements for formal annual meetings, but the performance and development process should be ongoing with regular feedback to the Employee.

(B). The Employee's responsibilities are to —

(1). seek clarification from their Supervisor(s) about any aspect of the role, performance objectives or expectations that are unclear;

(2). prepare for and participate constructively in probation review meetings (e.g. CPDA and Performance Review meetings);

(3). complete Section 1 of the Supervisor Annual Report and submit with an Academic Portfolio annually, or on request, to the Head of School. Required elements of the portfolio include a cover sheet, Curriculum Vitae, Folios F1 (teaching and learning), F2 (research) and F3 (engagement/service), and the Summary Statement. (F1 is optional for research intensive employees); and

(4). countersign the Supervisor’s report regarding the Academic Portfolio to verify that the employee has seen the content of the report. Where the Employee disagrees with the Supervisor's report they may make a written response which shall be attached to the Supervisor’s report.

(C). Employees should refer to —

(1). the Guidelines for the Preparation of the Academic Portfolio;

(2). the Timeframes for Submission of the Academic Portfolio; and

(3). the Procedures for late submission of Academic Portfolios.

5 Responsibility of the Supervisor

(A). The role of the Supervisor is critical in the induction of a new Employee. Guidance for Supervisors is provided through the online onboarding portal in eRecruitment. Refer to the Employee Onboarding Guide for Leaders for more information.
(B). Within the first week of commencement the Supervisor is expected to conduct an induction to the Work Area – the Safety and Health induction is essential to complete.

(C). Within two months of commencement a CPDA is to be conducted.

(D). Throughout the probationary period, the Supervisor must provide the Employee with adequate opportunity to acquire the skills and knowledge necessary to meet the performance expectations of their role. The Supervisor must also provide regular feedback on progress against objectives, provide coaching and counselling where necessary. If any issues become apparent, these should be discussed when the incident arises and documented (refer Section 10).

(E). The probationary period is a time of ongoing assessment. If issues arise at any stage during the period they must be addressed as soon as possible. Performance management is not something which only occurs on the occasion of the annual review. When assessing performance, consideration needs to be given to the opportunities of the Employee to accrue merit, and assessment should focus on quality and achievement. Development needs and opportunities should be discussed.
(F). The Supervisor considers the Academic Portfolio and is required to prepare and submit a Supervisor Annual Report to the Head of School. In some instances the Head of School will also be the Supervisor and the Head of School will prepare the report.
(G). Prior to the finalisation of each annual Supervisor's Report, the Head of School must meet with each probationary Employee to enable the Employee to respond to the Report and to collaborate on the development of an action plan.

(H). If it appears that the criteria are not being met at any stage and annulment of appointment is considered, the Head of School must seek advice from the HR Business Partnering team, Human Resources, before following the procedure specified in Section 10.

(I). The Supervisor will make a recommendation to the Head of School as to whether ongoing employment status be confirmed, probation extended or appointment annulled (noting that only the Senior Deputy Vice-Chancellor can annul the appointment, after seeking advice from the Academic Promotions Committee, see Section 10).

6 Responsibility of the Head of School
(A). The Head of School's role in the academic probation process is to review the Academic Portfolio and Supervisor's Annual Report.

6.2 Annual Reports (other than final reports)

(A). The Head of School has the authority to accept all satisfactory annual reports (other than the final report) and forward the Academic Portfolio and Report to Staff Resources. In cases of outstanding performance where there is a recommendation to shorten the probationary period, the Head of School will forward the documentation and recommendation to the Senior Deputy Vice-Chancellor.

(B). Adverse annual reports are to be forwarded to the Senior Deputy Vice-Chancellor with the Head of School's recommendation, which may include a recommendation to extend the probationary period or, in exceptional circumstances, annul the appointment during the probationary period.

Final Reports

(C). The Head of School will forward the documentation and final Supervisor’s Report to the Senior Deputy Vice-Chancellor, recommending —

(1). appointment on satisfactory completion of the probationary period; or

(2). extension of the probationary period; or

(3). annulment of the appointment.

7 Role of the Senior Deputy Vice-Chancellor

(A). During the probationary period the Senior Deputy Vice-Chancellor will receive any adverse Supervisor's Annual Reports, together with supporting documentation and the Head of School’s recommendation.

(B). The Senior Deputy Vice-Chancellor has the responsibility to approve, extend or annul the appointment of a probationary Academic Employee. The Senior Deputy Vice-Chancellor will receive the recommendation of the Head of School. All cases where there is a report finding academic performance standards (i.e. teaching, research and engagement/service) are not being met will be referred to the Academic Promotions Committee for an assessment of the case. Where an adverse report relates to behaviour or conduct issues, the case may be determined by the Senior Deputy Vice-Chancellor.

(C). The Senior Deputy Vice-Chancellor will inform Senate of the outcomes of tenure applications for all Academic Employees Levels A - E.

8 Role of the Academic Promotions Committee

(A). The Academic Promotions Committee will provide advice to the Senior Deputy Vice-Chancellor on the academic merit of cases where performance standards are not being met during the probationary period. 
(B). Membership of the Academic Promotions Committee can be found at https://www.governance.uwa.edu.au/committees/other/academic-promotions  

9 Criteria

(A). The criteria for confirmation of appointment are set out in the Minimum Standards for Academic Levels (MSALS).
10 Probation Procedures where Performance Standards are Not Being Met

(A). Human Resources (HR Business Partnering team) should be consulted as early as possible in cases where performance issues are identified during a probationary period.

(B). The procedures specified in the University's Academic Employees Agreement for dealing with unsatisfactory performance do not apply to probationary Employees.

(C). Where, at any stage of the probationary period, the Supervisor identifies a performance concern, the Supervisor and Head of School should undertake an appraisal of the Employee's performance. If the assessment concludes that the Employee's performance or conduct requires improvement, and/or there is a concern for their suitability for the role, the Supervisor will forward the assessment to the Head of School, accompanied with recommendations to address the performance issues. The Head of School is responsible for recommending the course of action. 
(D). If the concerns relate to collegiality issues; that is, issues with conduct or fit with the school, the Head of School must consult Human Resources. The Head of School will then make recommendations to address the concerns (in which case (F) (G) and (H) below do not apply).

(E). If the concerns relate to the teaching or research criteria; that is, the work performance of the Employee, the Head of School will refer to the Academic Promotions Committee with recommendations.

(F). The Academic Promotions Committee will assess the academic merits of the case and will review the recommended course of action to raise performance to a satisfactory level.

(G). If the performance issue relates to the penultimate or final probation report, the Academic Promotions Committee will determine a timeframe necessary for the probationary Employee to be given adequate opportunity to address the performance concerns. This may involve setting a revised date for the final probation report, on which the decision regarding the annulment of the appointment will be made. Such a date will be no later than three months prior to the end of the probationary period, to allow for notice of annulment to be given no later than two months prior to the end of the probationary period.

(H). The Supervisor will then advise the Employee and the Head of School/Senior Deputy Vice-Chancellor, in writing, as follows —

(1). that the performance standards, conduct and suitability have not been met, outlining the deficiencies;

(2). that the Employee's performance, conduct and suitability will be monitored during a specified review period;

(3). of the expectations for improving in accordance with the performance standards. This may include specific completion dates where appropriate for particular tasks or rectification of behaviour; and

(4). that if the performance standards are not met the Employee's probation may be extended or appointment annulled.

(I). The Employee must have an opportunity to remedy the work conduct deficiencies and should be provided with development, coaching and counselling by the Supervisor or the relevant persons, where appropriate.

(J). At the end of the review period the Supervisor or relevant delegated authority shall recommend that either —

(1). the Employee's employment continue, subject to continued satisfactory performance during the probationary period;

(2). the probationary period be extended for a further period in which to monitor the Employee's performance in accordance with (H); or

(3). the Employee's appointment be annulled.

(K). If the Supervisor is recommending that annulment should occur, the Supervisor will advise the Employee of this recommendation in writing. The Supervisor should ensure advice had been sought from Human Resources prior to taking this step. The Employee will have the opportunity to respond to the Supervisor within 10 working days.

(L). After the response has been received, the Supervisor will forward the recommendation with all relevant documentation the Head of School.

(M). The Employee should be made aware of the Head of School's recommendation and have the opportunity to respond to the Head of School’s recommendation within five days. The Head of School may refer back to the Supervisor for further action or information and/or endorse the recommendation and refer to the Senior Deputy Vice-Chancellor.

(N). The Senior Deputy Vice-Chancellor will seek advice on the recommendation to annul the appointment, from the Academic Promotions Committee.

11 Review of Recommendation to Annul Appointment

(A). In reviewing a recommendation to extend or annul an appointment the following factors will be considered —

(1). whether the appointee was reasonably aware of the job/conduct requirements;

(2). whether the appointee had received adequate supervision and coaching for the expected standard of performance;

(3). progress made against performance objectives or standards required;

(4). whether there is an appropriate match between person, job and workplace; and

(5). whether the procedures outlined in this document have been applied.

(B). The Senior Deputy Vice-Chancellor will review all documentation and will seek guidance from the Academic Promotions Committee for an assessment of the academic merits. The Senior Deputy Vice-Chancellor may then determine that —

(1). the appointment be annulled; or

(2). the probationary period be extended; or

(3). the appointment continue, subject to continued satisfactory performance during the probationary period; or

(4). the recommendation to annul the appointment is not substantiated.

(C). Where there is a case of Misconduct, dereliction of duty or irretrievable breakdown of working relationship an appointment may be annulled before the end of the probationary period. Part E of the Academic Employees Agreement outlines the process to be followed in circumstances of Misconduct or dereliction of duty. The Director, Human Resources or the Deputy Director, Human Resources should be contacted if this is proposed.
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