10.04A    Guidelines for Supervisors 

                - Preparing an Academic Probation Report 

Page 1 of 5
10.04A    Guidelines for Supervisors - Preparing an Academic Probation Report
Page 5 of 5

This document is to assist supervisors of Academic Staff to prepare the various probation reports required of them.

Supervisors need to understand that probation reports are only the end result of various discussions which need to take place between themselves and the new staff member during the probationary period.  The reports are then a reflection on the assessment of progress being made towards satisfying the requirements for permanency.  The process is designed to ensure that there is ongoing communication between the parties and to facilitate the successful completion of probation. 

While the reports cover a wide range of activities that are generally undertaken by Academic staff, it is understood that not all of these activities will be undertaken by all staff, and should be completed as appropriate. 

The supervisor needs to be as frank and open as possible, in order to provide accurate feedback on the staff member’s performance and, if necessary, the opportunity to change and/or improve.

Preparing a Mandatory Probation Report

Supervisors will be aware that six (6) months is a very short timeframe in which to conduct such an important review.  The deadlines are very tight so it is important that the process is commenced in sufficient time to enable all the steps to be completed on time.  The timetable set out below (and as reflected in the policy section 10.04.37 – 46) is a guide to assist supervisors in meeting the requirements of the policy.
	Time 

(before end of mandatory probation period)
	Action
	Who by

	6 weeks
	Meet with staff member to review probation
	HOS/Supervisor

	5 weeks
	Report finalised and signed by staff member
	HOS/Supervisor & staff member

	4 weeks
	Written response to be received
	Staff member

	3½ weeks
	Report sent from HOS/supervisor to Dean
	HOS/Supervisor

	3 weeks
	Report sent from Dean/

Director to Personnel Services 

OR to the PVC (Ac) in case of termination
	Dean/Director

	2 weeks
	PVC(Ac) advice to Personnel (if necessary)
	PVC (Academic)

	No later than 1 week
	Advice to staff member
	Personnel


Because of the nature of academic work, and the fact that the Mandatory Probation Period has only a short time frame in which to judge a staff member’s performance, it would be difficult to comment at this early stage on the key areas of teaching, research and service.  
All that is expected for this Report is a determination on the staff member’s general suitability for the position, how well they have settled into their new role and how they are managing the duties of the job.  Certainly issues relating to teaching, research and service can be mentioned, but would be more in the form of advice at this stage.

It is important to maintain active communications with the staff member throughout the probationary period, so that there are no “surprises” contained within the Report.

In any case there MUST be a discussion with the staff member at least six (6) weeks before the end of the Mandatory Probation Period, prior to completing the Report.

The Report must be completed and provided to the staff member for comment no later than five weeks before the end of the Mandatory Probation Period.  The staff member needs to sign the Report, even if they don’t agree with it, to confirm that they have seen it.  They then have the opportunity to provide, within five working days, a written response that will be included as an attachment before the report is forwarded through the Head of School (if not the supervisor) to the Dean/Director.

Where a more detailed report is required, Form 10.04d needs to be completed and attached to the Mandatory Probation Review Report and needs to:

provide detailed reasons why the staff member’s performance is unsatisfactory or why an extension to the mandatory probation period is recommended;  

indicate the outcome of discussions with the staff member, including the problems identified and ways in which they have been addressed;

provide comment on any circumstances that might have adversely affected the staff member’s performance.
Preparing the Annual Probation Reports
As above, during the Confirmation Period the supervisor will continue to provide regular feedback to the staff member on any issue in relation to their performance.  

At the end of each twelve months the supervisor will complete the Annual Probation Report (10.04b) which is to be discussed and signed by the staff member. The staff member may submit a written response relating to any aspect of the report within five working days.

The report will indicate whether the staff member has met or is progressing towards meeting the probation requirements using the following criteria:
(1)
Teaching and Curriculum Development
This part provides a general overview of the staff member’s teaching.  Issues that Supervisors may consider in completing this part include:

· hours of face to face teaching per year;

· the nature of teaching – including the level, whether lectures/tutorials/other, e.g. practical classes and the range of subjects;

· a comparison of the teaching load with the average for other staff at the same level;

· any other contribution to teaching (e.g. postgraduate supervision, curriculum and/or award development);

· the introduction of units or innovations made to existing units;

· an assessment of the staff member’s teaching effectiveness, including evidence used to make this assessment, which must include results of evaluations by students conducted by the Teaching and Learning Centre, and may include evaluations by colleagues or other evidence.
· the ways in which the staff member has been encouraged to improve her or his teaching skills; and

· the extent to which teaching skills have been improved.

(2)
Research/Scholarship/Professional Activity and Creative Achievement
This part provides a general overview of the staff member’s research and scholarship. Issues that Supervisors may consider in completing this part include:

· any research project/s or creative work/s currently being undertaken (including oral presentations), whether sole or collaborative, whether initiated by the staff member or a continuing interest of the School;

· progress that has been made in this research over the last year;

· the publications in which the staff member has published work (in print, in press, submitted or in preparation). This should indicate the nature of the journal, publisher involved and whether the Supervisor/Head has read the work and, if so, the Supervisor’s/Head’s opinion of it;

· if the staff member has obtained research funding;

· progress towards a higher degree if this was a specific requirement of confirmation; and

· an assessment of the staff member’s research and scholarship and related to the standards achieved by other staff in the School or Faculty at a similar level.

(3)
University and Community Service
This part provides a general overview of the staff member’s University and Community Service. Issues that Supervisors may consider in completing this part include:

· the staff member’s contribution to School activities and comments on his/her level of performance;

· the staff member’s contribution to Faculty activities and comments on his/her level of performance;

· the staff member’s contribution to University activities and comments on his/her level of performance; and

· an assessment of the staff member’s contribution to the above points in relation to similar contributions by other staff at the same level.

(4)
Any additional Probation Requirements

The Annual Probation Reports also need to address whether or not the staff member is progressing towards meeting any additional probationary criteria which were set upon appointment.
Where it is being recommended that the Confirmation Period is to continue, or Termination is being recommended…
The Supervisor must also prepare a more detailed report (Form 10.04d) where a recommendation is made to either continue the confirmation period or terminate the appointment. This report should be attached to the Annual Probation Report and forwarded to the appropriate person for consideration. 

The report must:

· provide detailed reasons why continuation to the probation period is being recommended, or the staff member’s performance/conduct is deemed unsatisfactory. In preparing this report the Supervisor should consider the criteria above;

· indicate the outcome of discussions with the staff member, including any problems identified, ways in which they are to be addressed and the time frame for improvement; and

· provide comment on any circumstances that might have adversely affected the staff member’s performance.

Commenting on an Application for Permanency 

A formal Application for Permanency is required where the staff member has not yet been granted permanency by the time of their third Annual Probation Review.

At the time of this Review, due advice should have been given about what is still required from the staff member, in order to be granted permanency.  

Ten months before the Confirmation Period is due to be completed, the staff member will need to present their case for permanency, and the Supervisor and/or Head of School will be required to comment.  

A full report needs to be prepared on Form 10.04d, summarising the staff member’s progress to date, addressing the probationary criteria, making a recommendation and outlining the reasons for that recommendation.

As set out in 10.04.11, this should be focussed on the position classification standards, the specific probationary criteria for that staff member (as set out above for Teaching and Curriculum Development, Research/Scholarship/ Professional Activity and Creative Achievement, University and Community Service), and in 10.04.12 - additional probationary requirements, and any other variations to those criteria which have been formally documented between the staff member and the supervisor.

The Supervisor’s comments and recommendations will be provided to the staff member for written response prior to forwarding on to the Dean.
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