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Professional and General 
Probation
Procedure

1 Important Information
This document defines the purpose of a probationary period for newly appointed Professional and General fixed term and ongoing staff. It includes the expectations and responsibilities of both the Supervisor/Manager and the Employee and sets out the requirement to undertake regular performance conversations during the probationary period.

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). The UWA Professional & General Employees Agreement 2023
2 Purpose of a Probationary Period

The probationary period gives the University and the Employee time to establish whether there is an appropriate match of skills and behaviour to the requirements of the job and the work environment.
3 Length of Probationary Period

A probationary period of up to six months applies to all new Employees with ongoing appointments and to Employees on fixed-term appointments of 12 months or more, in accordance with their employment contract. 
4 Responsibilities of the Supervisor/Manager
The Supervisor/Manager provides regular feedback, coaching and counselling to the Employee during the probationary period (refer also to Performance Reviews process). Meetings should occur regularly and offer meaningful feedback on any performance or conduct-related concerns or issues. Expectations regarding the required standard to successfully pass probation should be clearly communicated to employees from the start of their employment.

5 Unsatisfactory Work Performance 
If the Supervisor/Manager considers that elements of the Employee's work performance are unsatisfactory Human Resources should be informed as soon as possible.

In cases where performance problems are identified the following procedure is to be followed —

(1). Details of the performance deficiencies must be brought to the Employee's attention.

(2). The Employee must be given an opportunity to remedy the deficiencies and receive appropriate coaching and counselling from the Supervisor/Manager (Contact Human Resources for support).
6 Terminating an Appointment

If attempts to address performance issues have not led to improvement and termination is being considered, the Supervisor/Manager must demonstrate that they have followed the steps in managing Unsatisfactory Work Performance. Upon receipt of a report from the Business Area Director or equivalent indicating that the outlined processes have been completed, the Chief People and Culture Officer has the authority to terminate the appointment.

If the University intends to terminate an employee’s employment before the end of the probation period, the Employee will be informed in writing and given an opportunity to respond to any adverse material the University intends to consider in making the decision.
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