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	This Probationary Report is:
	   ☐  Mid-term Report
	☐   End of Year Report (Academic Only) 
	☐  Final Report

	Date commenced 
	     
	☐Continuing ☐Fixed-Term 
	Fixed-Term contract end date
	     

	Final Probationary Report due
	[bookmark: Text183]     

	SECTION 1: PROBATIONER’S DETAILS

	Title
	☐ Mr
	☐Ms
	☐ Mrs
	☐  Dr
	☐   Prof
	☐ Other
	[bookmark: Text182]     

	Surname
	[bookmark: Text120]     
	Given names
	[bookmark: Text137]     

	Position title
	     
	Position no.
	[bookmark: Text88]     

	☐ Teaching Focused Academic
	☐ Research Active Academic
	☐Research Focused Academic       
	☐ Professional Employee

	Classification:
	[bookmark: Text139]     
	College/ School/ Division
	[bookmark: Text144]     

	SECTION 2:  SUPERVISOR’S REPORT

	An employee’s strengths and weaknesses must be identified at an early stage so that appropriate development action can be taken during the probationary employment period. Please use the following rating scale to assess the probationary employee’s performance.
1   Satisfactory        2   Needs improvement        3   Unsatisfactory       
Descriptive comments should be made and where possible examples cited to illustrate the point. In particular, if any aspect of a probationer’s performance is unsatisfactory or marginal, sufficient detail should be noted to enable identification of specific instances of poor performance.

	Attendance
	Comments

	☐1  ☐ 2 ☐  3 
	(e.g.  Adherence to prescribed hours of work, including times of arrival and departure and meal breaks. If unsatisfactory, state frequency and extent of lapses).
[bookmark: Text184]     

	Relations with clients, employees
	Comments

	☐1 ☐ 2  ☐ 3  
	(eg.  Ability to work with others, influence on behaviour of others, courtesy, consideration, ability to understand and deal efficiently).
[bookmark: Text185]     



	Communication
	Comments

	Written Communication
☐ 1  ☐ 2 ☐ 3  

Oral Communication
☐1 ☐ 2  ☐ 3  
	(eg.  Ability to convey meaning without ambiguity includes grammar, vocabulary, style and spelling).
     

	
	

	Standard of work
	Comments

	Ability to carry out instructions
☐ 1  ☐ 2  ☐3  

Work output
☐ 1 ☐2 ☐  3  

	(eg.  Accurately follows instructions, completes follow-up action within given time limit and is able to meet deadlines and performs well under pressure).
     

	Quality of work
☐ 1  ☐ 2  ☐ 3  

Application
☐ 1 ☐2  ☐ 3  

	(eg.  Accuracy, frequency and seriousness of errors, attention to detail and able to apply concentration, self-motivation, thoroughness, persistence, need for supervision)
[bookmark: Text186]     



	SECTION 3: MANDATORY ORIENTATION TRAINING / ACADEMIC STUDY

	All Employees
	Completed
	

	People & Capability Orientation
	No ☐ 
	Yes ☐
	Date attended: 
	     

	Ergonomics in the Workplace (on-line)
	No ☐
	Yes ☐
	Date completed: 
	     

	Equal Opportunity (on-line)
	No ☐ 
	Yes☐ 
	Date completed: 
	     

	CDU Emergency Procedures
	No ☐
	Yes ☐
	Date completed: 
	     

	Cross Cultural Training
	No ☐ 
	Yes ☐
	Date attended: 
	     

	ESOS (for frontline Employees/Lecturers)
	No ☐
	Yes ☐
	Date completed
	     

	Academic Lecturers

	Graduate Certificate of Teaching and Learning (GCUTL)
	
Date commenced
	[bookmark: Text187]
     
	
☐  completed
	
☐ continuing with study

	VET Lecturers

	Certificate IV in Training and Assessment (TAE40116)
	Date commenced
	[bookmark: Text188]     
	☐ completed
	☐ continuing with study



	SECTION 4: STRENGTH / WEAKNESS AND OTHER COMMENTS – ALL EMPLOYEES

	If you feel that relevant aspects of the probationer’s conduct and work performance have not been adequately described above, give details.

	     






	

SECTION 5: ACADEMIC EMPLOYEES ONLY


Teaching activities
Relevant documentation under this heading might include: subject (and load) being taught (including lecturing, tutoring and co-teaching); subject /course design and development, subject/course coordination; continuing professional education activities; supervision of postgraduate students; evaluation of teaching performance.
	     


Scholarship, research, consulting activities
Relevant documentation under this heading might include: a list of research grants and applications.
	     


Contribution to the University and the Community
Contribution to the University might include: performance of administrative functions or academic management. Contribution to the Community includes any contribution to professional, community and/or employer groups relevant to the probationer’s academic expertise.
	     



	SECTION 6: CORRECTIVE ACTION – IF REQUIRED


If the probationer’s report is not satisfactory:
Have any weaknesses been drawn to the probationer’s attention? (If yes, show dates and whether oral or written)
	     


Follow up action required (e.g. training, counselling)
	     


With what result expected?
	     



	SECTION 7: RECOMMENDATION


The Supervisor is to indicate below which option is recommended on the basis of the report.  When the form is completed and signed the Supervisor is to allow the probationer to read it and discuss it.
	Academics:    ☐ Mid Term Report        ☐ Final Report                        Professional Employees:        ☐ Final Report                        

	☐   Terminate appointment
	☐  Confirm appointment
	☐   Extend probation period to
	[bookmark: Text167]     

	Additional comments (if required):
	
	
	

	     

	Supervisor’s name
	     
	Position
	     

	Signature
	     
	Date
	     

	SECTION 8: PROBATIONER’S COMMENTS


I have read the above report concerning my conduct and work performance.
· I agree with the overall assessment and recommendation		☐Yes		☐No
· I wish to make the following comments:
	     

	Probationer’s signature
	     
	Date
	     

	[bookmark: _GoBack]SECTION 9: APPROVAL 

	
	Mid-term probation assessments ONLY

	☐
	The report is noted. The probationary period may continue until the end of the applicable period. 

	
	Final probation assessments ONLY

	☐
	Recommend granting appointment to position as per employment contract. 

	☐
	Recommend that probation period be extended to 
	[bookmark: Text170]               
	

	☐
	Action to terminate the appointment should be taken.


Comments:
	     



	Senior Manager / Senior Executive
	     
	Position
	     

	Signature
	     
	Date
	     



Please submit completed form to People and Capability for processing.
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