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Professional and General

Probation
Procedure

Important Information
(A). This document defines the purpose of a probationary period for newly appointed Professional and General fixed term and ongoing staff. The expectations and responsibilities of both the Supervisor/Manager and the Employee are included and sets out the requirement to undertake a Commencing Performance Development Review (CPDR) and Performance Review during the probationary period.

(B). 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). Managing Misconduct policy
· https://www.uwa.edu.au/policy/-/media/Project/UWA/UWA/Policy-Library/Policy/Code-of-Conduct/Respect/Managing-Misconduct/Managing-Misconduct-Policy.doc
(4). Performance Reviews Service Directory entry
·  https://uniwa.sharepoint.com/sites/sd-Human-Resources/SitePages/Complete-my-performance-review.aspx
(5). Professional & General Employees Agreement

· https://uniwa.sharepoint.com/sites/intranet-people/Shared%20Documents/Enterprise%20agreements/Approved%20Professional%20and%20General%20Employees%20Agreement%202017%20as%20varied.pdf?web=1
2 Purpose of a Probationary Period

(A). 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.

(B). There will be only one probationary period with the University upon commencement. A subsequent probationary period cannot be requested if there is no break in service as the University remains the employer.
3 Length of Probationary Period

(A). A probationary period of up to six months applies to all new Employees with ongoing appointments and fixed-term appointments of 12 months or more. Guidelines on probation are issued to new Employees by Human Resources in their employment contract.

(B). It is recommended that consideration be given to applying a probationary period to fixed term appointments of less than 12 months. A probationary period of up to half the term of the appointment is recommended, e.g. a six month fixed term appointment would have a three month probationary period. No Performance Review (formerly known as Performance Development Appraisal / PDA) is required for contracts less than twelve months, unless the contract is to be extended beyond the initial 12 month period.
4 Responsibilities of the Supervisor/Manager
(A). The Supervisor/Manager provides regular feedback, coaching and counselling to the Employee during the probationary period (refer also to Performance Reviews process).

(B). The Supervisor/Manager will conduct a Commencing Performance Development Review (CPDR) with an Employee to ensure they know and understand the standard of work expected of them. The Supervisor/Manager should ensure that the Employee is informed of the duties required and any performance measures and standards appropriate to their position. The CPDR is to be completed as soon as practicable and must be completed within two months of commencement.
(C). The Supervisor/Manager should request the activation of a CPDA in the online Performance Review system by contacting Office-OD@uwa.edu.au
5 Assessment

(A). At Two Months - Initial assessment of a new Employee's work performance should be discussed with them two months after commencement.

(B). At Four Months - A Performance Review will be conducted by the fourth month. Any performance issues identified will require an improvement plan as part of the Performance Review. When the overall assessment during the Performance Review confirms the Employee generally meets the University's high expectations, a performance plan is to be submitted with the Performance Review outlining improvement in any identified area.

(C). At Five Months - Where areas for improvement were identified as part of the Performance Review, at the fifth month, the Supervisor/Manager must consider if improvement has been achieved before meeting with the Employee.

(D). At the end of the fifth month the Employee should be in no doubt as to whether there will be a recommendation to —
(1). extend the period of probation for a further period of up to six months; or

(2). confirm the appointment; or

(3). annul the appointment.

(E). The HR Business Partnering team  (Human Resources) are available to assist Supervisors/Managers to work with Employees to develop measures and standards.
6 Unsatisfactory Work Performance and Misconduct
(A). If, after conducting the Performance Review, the Supervisor/Manager considers that elements of the Employee's work performance are unsatisfactory or in cases where Misconduct is alleged, the HR Business Partnering team  should be informed as soon as possible.

(B). In cases where performance problems are identified the following procedure is to be followed —
(1). details of deficiencies in performance are to be brought to the Employee's attention and should be confirmed in writing. The Employee must be provided with a copy of any documentation.

(2). Expected goals/standards or expectations must be established by the Supervisor/Manager for the Employee. Specific completion dates must be agreed, where appropriate, for particular tasks.

(3). The Employee must have an opportunity to remedy the work deficiencies and be provided with coaching and counselling by the Supervisor/Manager where appropriate (Contact Human Resources for support).
(C). In cases where Misconduct or Serious Misconduct is alleged, Supervisors/Managers are required to discuss the matter with Human Resources .
7 Annulment of Appointment/Extension of Probation

(A). On receipt of a report from the Business Area Director or equivalent indicating that the processes outlined above have been completed, the Director, Human Resources has the authority to extend probation or annul the appointment.
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