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Memorandum
	
	

	To:
	<Insert Name>
Head: School of <Insert Name> or Director: <Insert Name of Research Institute>
	
	

	From:
	<Insert Name>
Manager Human Resources – Division of
	
	

	Date:
	<Insert Date> 
	
	

	Subject:
	Academic Probation Review for <Insert Staff Member Name>
	
	

	
	
	
	




<Insert Name> is due to complete his / her probationary period on <Insert Date>.

In accordance with the Policy ‘Probation for Academic Staff’ (HR7), you are responsible for conducting a formal review of <Insert Staff Member Name>’s performance.  Please ensure that a meeting is arranged with yourself and <Insert Staff Member Name> at least four (4) months prior to the end of the probationary period.  

<Insert Staff Member’s Name>   has been asked to prepare a statement that addresses the four main performance criteria for academic staff (Scholarship and Teaching; Research; Leadership/Management/Administration; and Community Engagement) as applicable, which will form the basis of your assessment of performance.  

Please consider <Insert Staff Member’s Name>’s statement as outlined in the ‘Procedures on Probation – Academic Staff’ document (relevant excerpt below):

The immediate supervisor will conduct a formal review of the academic staff member during the third year of probation (generally at least four months prior to the end of probation). This review can be held earlier than the third year if appropriate.
For staff with a teaching and/or research load, the formal review will include consideration of evidence of the staff member's effectiveness as outlined above. The immediate supervisor will make a determination on the suitability of the staff member at this review. The immediate supervisor may consult with other relevant staff (such as the Program Director or Associate Head) to make this determination.
The immediate supervisor will recommend to the Pro Vice Chancellor whether the appointment should be confirmed or terminated. See sections 4 & 5 in this document on confirmation of employment and termination within a probationary period for more information.
Following this review please forward to me the attached document with your recommendation on whether <Insert Staff Member Name>’s employment should be confirmed. 



Academic Probation Review – Recommendation of Head of School / Director:

I conducted a formal probation review meeting with <Insert Staff Member name> on _______________________________ and recommend (please tick):

|_| 	<Insert Staff Member name>’s employment be confirmed in accordance with the Probation for Academic Staff Policy (HR7) (rationale detailed below):

	____________________________________________________________________
	____________________________________________________________________
	____________________________________________________________________
	____________________________________________________________________
	____________________________________________________________________
____________________________________________________________________
____________________________________________________________________



|_|	<Insert Staff Member name>’s employment is not confirmed as the performance does not currently meet the requirements of the position.  I would like to commence the process of recommending termination of employment within the probationary period in accordance with the ‘Procedures on Probation – Academic Staff’.  
Supporting documentation is attached.  


<Insert Name>
Head: School of <Insert Name> or Director: <Insert Name of Research Institute>



Signature: ______________________________


Date: __________________________________








Please return THIS document TOGETHER WITH THE STAFF MEMBER’S STATEMENT AND COVERSHEET to THE DIVISIONAL MANAGER hUMAN RESORUCES
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