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Probation Guidelines

Section 1 - Purpose / Objectives
(1) Nil

Section 2 - Scope / Application
(2) Nil

Section 3 - Definitions
(3) Nil

Section 4 - Policy Statement
(4) These Guidelines describe how to implement the University's Probation Policy for new staff.

(5) Effective management of a new staff member's probationary period of employment together with their induction to
the University is a requirement for managers and supervisors. These Guidelines aim to clarify the steps involved in
effectively managing the probation planning and review process for a new staff member.

(6) Probation is managed and recorded at VU through Probation tools available on the People and Culture Intranet site.
Probation is linked to the staff member's longer-term performance planning and development with the University
through the SPDP framework — see Figure 1 .

(7) Note that a new staff member must be made aware of who their Supervisor is for the purposes of probationary and
performance reviews.

Section 5 - Procedures
(8) Nil

Section 6 - Guidelines
Probation

What is a Probationary Period of employment?

(9) A probationary period is designed to assess the ability of a staff member to satisfy the requirements and standards
of the position for which they have been recruited, and for the staff member to assess the suitability of the University
as a place of employment.

https://policy.vu.edu.au/document/view.php?id=102
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When and to whom does a probationary period of employment apply?

(10) A probationary period of employment will apply to all staff members, including senior management, employed on
a continuing appointment or a fixed term contract of more than 6 months who are new* to the University.

* Have either never worked for Victoria University (VU) before or have had a break of more than 6 months in
employment with VU.

When does a probationary period of employment not apply?

(11) A probationary period will not apply when:

The appointment is for 6 months or less;a.
a staff member is internally seconded or transferred to another position within the University, irrespective ofb.
whether the new position is outside of the original work area;
a second or subsequent fixed term contract to perform the same or substantially similar role is offered;c.
an academic staff member appointed to a continuing position has occupied a previous fixed term contract atd.
the University provided there has been no break in service in excess of six months;
there is a promotion, reclassification or internal appointment to an educational leadership role, e.g. Head ofe.
School, Program Manager.

(12) A probationary period will not be waived for a new staff member, however, a shorter period than the maximum
specified in the Probation Policy may be offered according to the new staff member's previous experience or
qualifications — refer to 4.1 below ("Determining the length of the probation period").

What are the benefits of a probationary period for the University?

(13) A probationary period enables the University to set out expected performance and behaviour standards from the
commencement of employment for a new staff member. In addition, the probationary period protects the University
from retaining a staff member who, although may have been selected as the person who most closely meets the
position's selection criteria, in practice is unable to meet the requirements of the position. In such cases, the staff
member should not be confirmed in this position.

What are the benefits of a probationary period for the staff member?

(14) A well-managed probationary period provides the new staff member with an effective induction to the University
as well as a clear understanding of expected performance and behaviour standards. The probationary period also
allows the staff member the opportunity to see if he/she really wants to work for the University or in the position itself.
Moreover, it provides the staff member, in conjunction with their Supervisor, the opportunity to address any issues
relating to performance that may act as a barrier to productive performance and the successful completion of the
probationary period.

Schedule of Probation Reviews

(15) Note it is a supervisory responsibility to ensure probation reviews scheduled.

Academic Staff

Continuing Probation period: maximum of 3 years

Initial Meeting (set probation objectives in probation plan) Within first two (2) weeks

Initial Review Towards end of first twelve (12) months

Subsequent Review(s) Every twelve (12) months
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Final Review Seven (7) months prior to end of probationary period

Fixed Term Probation Period: Maximum of 25% of contract length or 9 months whichever is less

Initial Meeting (set probation objectives in probation
plan) Within first two (2) weeks

Initial Review During first six (6) months

Subsequent Review(s) Between six (6) and eight (8) months (if required)

Final Review At least ten (10) working days prior to end of probationary period

General Staff

Continuing & Fixed Term Probation Period: Maximum of 25% of contract length or 6 months whichever is less

Initial Meeting (set probation objectives) Within first two (2) weeks

Initial Review After two (2) months

Subsequent Review(s) After four (4) months

Final Review At least ten (10) working days prior to end of probationary period

TAFE Teachers & IS Instructors

Continuing & Fixed Term Probation Period (TAFE Teachers): Maximum of 25% of contract length or 6 months whichever is less
Probation Period (ISI Instructors): Maximum of 3 months

Initial Meeting (set probation objectives) Within first two (2) weeks

Initial Review After two (2) months (TAFE teachers) After four (4) weeks (ISI instructors)

Subsequent Review(s) After four (4) months (TAFE teachers) After eight (8) weeks (ISI instructors)

Final Review At least ten (10) working days prior to end of probationary period

Probation Planning and Review Process

Determining the length of the Probationary Period

(16) As part of the recruitment process, the selection committee will normally recommend the length of the
probationary period within the parameters set out in the Probation Policy. The recommendation is subject to approval
in accordance with the People and Culture Delegations Policy. The initial maximum probationary periods will be:

Academic continuing staff Maximum of three years (provision for up to two annual extensions)

Academic fixed term staff Maximum of 25% of the period of the appointment or nine (9) months
whichever is less

General continuing staff Maximum of six months

General fixed term staff Maximum of 25% of the period of the appointment or six (6) months
whichever is less

Industrial Skills Instructors (Continuing or fixed
term for 6 months or more) Three (3) months

TAFE Teachers (Continuing) Maximum of six (6) months
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TAFE Teacher (Fixed Term Contract) Maximum of 25% of the period of the appointment or six (6) months
whichever is less

Note 1: The probation periods outlined above will not prevent a confirmation decision being made at any time earlier
in the probationary period — see 7 below - Final Probationary Review.

Note 2: Prior to an application for permanent residency in line with the Relocation and Immigration Assistance for New
Staff Policy, a staff member must demonstrate satisfactory progress during their probation.

(17) Shorter Probationary Periods

Fig (ii a): Recommended probationary periods for fixed-term contract employees

Length of Contract General Staff HE Academic Staff** TAFE to Exec Industrial Skills Instructors

3 months none none none none

< & =6 months none none none none

>6 - <12 months 2 months 2 months 3 months 3 months

12 months 3 months 3 months 3 months 3 months

18 months # 4 months 4 months 3 months

2 years # 6 months 6 months 3 months

3 years # 9 months 6 months 3 months

5 years # 9 months 6 months 3 months

In some instances it is recommended that a new staff member has a probationary period of less than thea.
maximum period outlined above.
Examples may include instances where the staff member:b.

has been fulfilling a similar role at Victoria University, e.g. if an Academic staff member has been workingi.
in the role in a sessional or fixed term contract position for 12 months, then their probation period can be
reduced by this period of time, e.g. to 2 years;
has highly specialized skills related to the work area; orii.
had previously been on secondment to Victoria University in the role in which the staff member has nowiii.
been appointed.

Recommended probationary periods together with the factors to consider in determining the probationaryc.
period length are set out below in Fig (ii).

# - see table below.

Fig (ii b): Recommended probationary periods for HEW fixed-term contract employees

HEW Level Length of Contract Maximum Length of Probationary Period

1 — 10 + 12 - <18 months 3 months

1 - 5 18 months - <2 years 3 months

 2 - <3 years 3 months

 3 - <5 years 3 months

6 - 10+ 18 months - <2 years 4 months

 2 - <3 years 6 months
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 3 - <5 years 6 months

 5 years + 6 months

Fig. (iii): Recommended probationary periods for ongoing employees

General Staff HE Academic Staff TAFE to Exec Industrial Skills Instructors

# maximum 3 years ** maximum 6 months 3 months

# see table below

Fig. (iv): Recommended probationary periods for HEW ongoing employees

HEW Level Maximum Length of Probationary Period

1 - 5 3 months

6 - 10+ 6 months

(18) ** Points to consider for shorter probation period of HE Academic Staff:

seniority levela.
completed PhD or not?b.

Authority from institutioni.
Selection of supervisor & agreementii.
Ethics & topic approvaliii.
Commencement of research &/or literature reviewiv.
Writing progress according to agreed steps etcv.
Submission, awaiting successful examiners' reportvi.
Classification, awaiting conferralvii.

Research & publications track recordc.
Completed VU's Initial/Extended Induction Programs or received exemption from this requirement?d.
Value to VU — did we poach; influence this candidate to work here?e.

(19) A written justification for the length of the probationary period, if shorter than the maximum period, must be
made by the Chair of the Selection Committee, and included on the Recommendation to Appoint Form.

(20) The justification may outline, for example:

the previous experience and training of the staff member; and/ora.
any previous employment with the University.b.

Probationary Period and Criteria in Contract Letter

(21) Following completion of the recruitment process the potential staff member will be provided with a letter of offer,
prepared by People and Culture. This letter will contain a reference to the length of the probationary period and a
statement that written probation objectives will be developed and discussed by the Supervisor using the Probation
tools located on the People and Culture Intranet site, within the first two weeks of their employment with the
University.
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Initial Probationary Meeting and Probation Plan

(22) As part of the induction and probation process, the supervisor should meet with the new staff member at least
once during the first two weeks of the appointment.

(23) Prior to this meeting, the supervisor should access the Probation tools and draft a probation plan including
probation objectives for the staff member. The supervisor should then use this draft plan as a basis for the discussion
at the meeting with the staff member.

(24) It is important that during this discussion the Supervisor highlights:

the length of the probationary period;a.
specific probation criteria which need to be met within the probationary period for their appointment to beb.
confirmed.

(25) In line with the Probation Policy, the criteria must be:

specified as definable goals/objectives;a.
related to the position description for the position;b.
related to the level and time frame of the appointment of the staff member; andc.
designed to ensure that the staff member will work productively in the University.d.

(26) Example of Probation Objectives

Academic Staff

- completion of a PhD or other relevant qualification/course;
- demonstrated proficiency in specific elements of the position;
- attraction of grants or RPI points (may be applicable for Research only positions);
- development of partnerships in line with the University's external engagement strategy;
- satisfactory completion of the University's Initial or Extended Induction Program for Teaching
Staff; or
- satisfactory completion of the Graduate Certificate in Tertiary Education.

General Staff
- completion of any relevant training;
- demonstrated proficiency in specific elements of the position;
- competency in particular software packages used frequently in the position.

TAFE Teachers & IS
Instructors

- demonstrated proficiency in specific elements of the position;
- satisfactory completion of the University's Initial or Extended Induction Program for Teaching
Staff;
- satisfactory progress towards completion of the Graduate Certificate in Tertiary Education
and/or Diploma in Vocational Education and Training Practice;
- development of an e-learning module for course.

(27) Additional Aspects which should be covered during this initial discussion

Academic Staff

- the requirements of the role (the position description and Victoria University Standards of Academic
Levels ("VUSALS") as outlined in the Academic Classification Policy can be used as a guide);
- Capabilities of Victoria University Teaching Staff (for all staff with teaching responsibilities);
- the probation process, including when the first probation review will be conducted, how the
appointment will be confirmed and the process for dealing with any concerns during the probation
period;
- the importance of collecting evidence of, e.g. effectiveness as a teacher and/or researcher based on
evidence of outcomes and impact through the building of an academic portfolio.  Evidence may
include:
  o  quality improvement initiatives;
  o  academic awards;
  o  student evaluations of teaching (SET);
  o  peer review of teaching;
  o  number of publications and status of journal, etc.
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General Staff

- the requirements of the role (the position description and Victoria University Standards of Academic
Levels ("VUSALS") as outlined in the Academic Classification Policy can be used as a guide);
- Capabilities of Victoria University Teaching Staff (for all staff with teaching responsibilities);
- the probation process, including when the first probation review will be conducted, how the
appointment will be confirmed and the process for dealing with any concerns during the probation
period;
- the importance of collecting evidence of, e.g. effectiveness as a teacher and/or researcher based on
evidence of outcomes and impact through the building of an academic portfolio.  Evidence may
include:
  o  quality improvement initiatives;
  o  academic awards;
  o  student evaluations of teaching (SET);
  o  peer review of teaching;
  o  number of publications and status of journal, etc.

TAFE Teachers & IS
Instructors

- the requirements of the role (the position description can be used as a guide);
- Capabilities of Victoria University Teaching Staff (for all staff with teaching responsibilities);
- the probation process, including when the first probation review will be conducted, how the
appointment will be confirmed and the process for dealing with any concerns during the probation
period;
- the importance of collecting evidence of, e.g. effectiveness as a teacher based on evidence of
outcomes and impact through the building of a teaching portfolio.  Evidence may include:
  o  quality improvement initiatives;
  o  academic awards;
  o  student evaluations of teaching (SET);
  o  peer review of teaching.

(28) Recording the discussion and the probation plan

Once the supervisor has drafted the probation plan and the plan has been discussed with the staff member, anya.
changes that need to be made to the plan are to be made by the staff member before approval by the
supervisor.
It is the supervisor's responsibility to hold these documents which will form the basis of regular reviews of theb.
staff member's performance to determine if employment is confirmed at the end of the probationary period. A
copy should be provided to the staff member and to People and Culture to be placed on the staff member's
personal file.

(29) Importance of setting performance expectations

Setting the performance expectations is the most important element of the probation process. Supervisorsa.
must clearly articulate the expectations of all elements of the role, for example, for academic staff, the
discussion and plan will not just focus on the teaching and research requirements, but all elements of the role
including administrative duties (such as marking, unit/course preparation, interviewing of students, attendance
at meetings, etc) and other duties.
Supervisors must also clearly articulate the way the University expects staff to conduct themselves and carryb.
out their work by referring to the University's Values and expected behaviours.
The Professional Development Policy defines any relevant professional development that should be completedc.
by staff members before probation is confirmed. In addition, any professional development, which is mandatory
for the role, should be documented within the Probation Plan. This will ensure that new staff are aware of any
professional development requirements relevant to their position.

First Probation Review

(30) The aim of this review is to formally review the staff member's performance to date against the probation
objectives, affirm performance standards, provide feedback to the staff member (by the supervisor) and to the
supervisor (by the staff member), review the effectiveness of any training which has been provided, identify any
further specific training/developmental opportunities and plan future activities.



This policy document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. It is the responsibility of the individual reading this document to always refer to Victoria University's Policy Library for
the latest version.

Page 8 of 13

When is the review undertaken?

Academic Staff
- For continuing staff members, the first review should occur towards the end of the first 12 months of
employment if not before.
- For fixed-term contract staff the review should occur during the first 6 months of employment.

General Staff - Usually undertaken after the first two (2) months of employment.

TAFE Teachers - Usually undertaken after the first two (2) months of employment.

IS Instructors - The review should occur within the first 4 weeks of employment.

How is the review undertaken?

(31) The supervisor is responsible for reminding the staff member that a review discussion is due to take place. The
supervisor will prepare for this discussion using the probation plan agreed at the beginning of the probationary period.

(32) The review should reflect the initial discussions and refer to other supporting documentation such as the position
description and, for academic staff and teaching staff, the Induction for Teaching Policy.

What should the Supervisor do if the staff member is not performing during probation?

(33) If a staff member is not performing to the level required, the Supervisor must inform the staff member
immediately of the areas of non-performance or skill gaps. The Supervisor and staff member should meet to discuss:

the issues regarding performance;a.
specific areas requiring improvement (i.e. discuss the performance gaps);b.
timeframes for improvements to be made;c.
any professional development opportunities that will be used to improve performance;d.
any further supervisor support that can assist in improving performance; ande.
dates when meetings to review the staff member's performance will be held.f.

(34) All discussions should be documented within the Probation Plan.

Importance of probationary review discussions

(35) The earlier any issues are brought to the staff member's attention the better chance they have of addressing the
issue and improving their performance. Supervisors should not wait until a probationary review discussion is due to
address issues in performance.

(36) With the assistance of the staff member, any obstacles should be identified which may be preventing the staff
member's ability to effectively perform, develop steps for improvements, outline timeframes for improvements. A
further review date should be set.

(37) It is important to be very specific about what it is that needs to be improved. Phrases like "you need to improve
your overall performance" must be avoided.

(38) If there are performance issues, advice must be sought from People and Culture prior to discussing the issues
with the staff member.

Subsequent Probation Reviews

(39) Subsequent probationary reviews are used to further review the staff member's performance and provide
feedback to the staff member and agree on a process for making any necessary improvements (if required).
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How is the review undertaken?

(40) As with the first probation review, the supervisor will remind the staff member that a review discussion is due to
take place. The supervisor and staff member will prepare for this discussion using the plan and any reviews previously
discussed and documented. The staff member must be given reasonable notice (a minimum of two working days) of
any review meeting to give them time to prepare for the meeting.

Final Probation Review

(41) The final probation review is a formal review that results in a recommendation being made about the staff
member's appointment.

When does the final Review occur?

The supervisor will schedule a final review discussion with the staff member when it is due.

Academic
Continuing Staff

The supervisor makes a recommendation to the Academic Probation Confirmation Panel ("APCP") (refer to
9. below) as to whether or not a staff member is to be confirmed in sufficient time for a decision to be
made at least six months, preferably seven, prior to the end of the probation period. The final review
meeting should therefore be held with the employee at least two weeks prior to the APCP meeting. This
period will, if necessary, provide enough notice to terminate the appointment in accordance with the
Victoria University (Academic & General Staff) Enterprise Agreement or successor.

Academic Fixed
Term Staff

The supervisor must decide whether the staff member will be confirmed normally at least ten (10)
working days before the end of the probation period. Therefore, the final review meeting should take
place at least ten working days before the end of the probation period.

General Staff

The Supervisor must decide whether the staff will be confirmed normally at least ten (10) working days
before the end of the probation period. Therefore, the final review meeting needs to take place at least
ten days before the end of the probation period. Where the decision is that the staff member's
employment will not be confirmed, the staff member must have an opportunity to comment on the
decision before it is acted on. In making a decision not to confirm the staff member, the supervisor must
be satisfied that the probation procedures as outlined in the Policy have been followed, and that the staff
member was given reasonable support to achieve the desired standard. Where this recommendation is
made, advice from People and Culture must be sought prior to taking action. This period will, if necessary,
provide enough notice to terminate the appointment in accordance with the Probation Policy.

TAFE Teachers
& IS Instructors

The supervisor shall conduct a final probationary review at least ten days before the end of a probation
period.

What documentation should be used?

(42) Recommendations and approvals of probationary period outcomes must be actioned in accordance with the
People and Culture Delegations Policy, for example for fixed term academic staff the Executive Dean will approve. The
delegated officer, and where applicable the APCP, will have access to copies of the staff member's probation plans and
reviews as documented.

(43) A draft of the Final Review should be developed using the relevant Probation tools in preparation for the final
review meeting.

(44) To assist in the final review, supervisors should refer to the following documents:

position description;a.
VUSALs for academic staff;b.
previous probation plan and reviews;c.
the staff member's contract of employment;d.
the staff member's Academic Portfolio;e.
where appropriate, the staff member's completion of the Initial or Extended Induction Program for Teachingf.
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Staff.

(45) After the meeting with the staff member, the supervisor must complete the Final Recommendation Review and,
for continuing academic staff, send a recommendation on the employee's appointment to the Chair of the APCP.

(46) Options for recommendations include:

confirm the staff member's appointment — if the staff member's performance is satisfactory;a.
extend the probationary period — other than for Academic continuing staff, an extension would only beb.
recommended on the grounds of extended periods of absence by the staff member which means that the
Supervisor has not been able to assess the suitability of the staff member to the position. (Note: the extension
can be no greater than three months for General Staff and no greater than one year at a time for Academic
Staff); *
not confirm the staff member's appointment *c.

* In making a recommendation not to confirm the staff member, the Supervisor must be satisfied that the probation
procedures as outlined in the University's Probation Policy have been followed, that the staff member was given
reasonable support to achieve the expected standards, that the principles of natural justice and procedural fairness
have been followed, and that advice from People and Culture has been sought.

Note: In line with VU's Induction for Teaching Policy in the case of staff with a teaching responsibility, satisfactory
completion of, or exemption from, the Extended Induction Program is a requirement for having their employment
confirmed at the end of the probationary period.

What may result in a probationary period being extended?

(47) Circumstances that may result in a probationary period being extended are limited to (other than for academic
continuing staff):

period(s) of leave without pay;a.
secondment;b.
other extended period of absence by the staff member where, because of the absence, a reasonable andc.
meaningful review of performance cannot be made.

Can early termination or confirmation of the appointment be recommended?

(48) The Policy allows for a decision to confirm an appointment being made at any time earlier in the probationary
period. The documentation as outlined above must be prepared accordingly using the People and Culture Probation
tools.

(49) Nothing refrains the University from making a decision to terminate the staff member's employment before the
end of the probationary period. However, the supervisor must contact People and Culture for assistance in such cases
and prior to discussing such action with the staff member.

How is natural justice/procedural fairness applied in a probation decision?

(50) The manager/supervisor must inform the staff member about the decision that is to be made and offer them the
opportunity to state their case and provide any information or evidence before the final decision is made — ie, a
probationary staff member must have the right to be heard or state their case before the final decision is made.
Furthermore, the manager is to act fairly and without bias in making the decision and considers any case and/or
information/evidence put forward by the staff member without undue delay.
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What notice periods apply for staff members who wish to resign during their probationary period?

(51) Should the staff member resign during their probationary period, the following notice periods will apply:

Academic Staff 4 weeks

General Staff 2 weeks

TAFE Teachers & IS Instructors 2 weeks

Notification to the Staff Member of Decision

(52) For General Staff, fixed term academic staff, TAFE teachers and ISI Instructors the staff member will be formally
advised of the outcome of their probation period initially by their supervisor and subsequently confirmed at least ten
working days before the end of that period. The staff member will be notified by advice will by People and Culture.

congratulations — confirming their employment with the University; ora.
advice in writing that their probationary period will be extended and confirming the new end of probation date;b.
or
Immediate advice to the staff member of a two-week notice period of termination if the recommendation is notc.
to confirm.

(53) For continuing Academic Staff, the supervisor should advise the staff member of their recommendation to the
APCP. The staff member will then be formally advised of the APCP's decision at least ten working days before the end
of their probationary period. The advice will either be:

notification that their employment with the University is confirmed (the staff member's details are retained fora.
future performance plans and reviews); or
their probationary period has been extended and the new end of probation date is confirmed;b.
their employment is not confirmed and the staff member is given a six month notice period of termination. Inc.
this case, advice should be given verbally to the staff member and confirmed in writing by People and Culture.

Academic Probation Confirmation Panel (Academic Staff Only)

(54) As stated above, for continuing academic employees the supervisor must prepare a Final Recommendation
Review to the APCP. This review will include a recommendation about the appointment and sent to the chair of the
Panel. Any other documentation related to the employee's probation reviews should be sent to the APCP at the same
time.

(55) An APCP will be established within each Faculty for the consideration of each case of academic probationary
employment and will consist of:

Executive Dean or nominee (Chair)a.
A Head of School from the Faculty at or above the level of position under review and nominated by theb.
Executive Dean (NB this should not be the Head of School of the probationary academic)
A Professor or Associate Professor from the School nominated by the Executive Deanc.
A member of the academic staff of another school in the Faculty at or above the position under reviewd.
nominated by the Head of School

(56) A member of staff from the University's Staff Equity Unit may attend as observer and the probationary staff
member may request that one other academic nominated by them attend as observer.
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(57) Refer to ' Guidelines for Academic Probation Confirmation Panels' Attachment 2 .

When does the review report need to be provided?

(58) The review report must be provided to the ACPC at least five (5) working days before it is scheduled to meet to
allow each member of the panel to review the documentation regarding the employee's performance during
probation. Having reviewed this documentation, their role is to make a decision to:

confirm the appointment; ora.
extend the probationary period, except that the extent of the extension can be no greater than the maximumb.
provided for in the Policy — i.e. for up to 2 annual extensions; or
not confirm the appointment of the staff member.c.

Review of non-confirmation decision

(59) An academic staff member who disagrees with a decision to terminate their employment during probation can
seek a review of that decision only on the grounds that proper process was not followed.

(60) The staff member will be required to notify People and Culture in writing within two (2) days of receiving advice of
the decision to terminate that they believe that proper process was not followed and they are seeking review of the
decision.

(61) For fixed term academic staff, the review will be conducted by the most senior supervisor reporting immediately
to the Vice-Chancellor prior to the expiry of the notice period, and the notice period will continue while the review is in
progress. A further notice period will not be provided if the decision to terminate is confirmed.

(62) For continuing academic staff, at the staff member's election the review will be conducted by the Review and
Appeals Committee, or by the relevant Deputy Vice Chancellor/Pro Vice Chancellor (for levels A - C) or the Vice
Chancellor (for levels D — E).

(63) The review will be conducted prior to the expiry of the notice period, and the notice period will continue while the
review is in progress. A further notice period will not be provided if the decision to terminate is confirmed. The Review
and Appeals Committee, or the relevant Deputy Vice-Chancellor/Pro Vice-Chancellor (for levels A—C), as appropriate
will make a report to the Vice-Chancellor and the staff member as soon as reasonably possible before the expiry of the
probationary period.

(64) If the Vice-Chancellor concludes that proper process was not followed during the probationary period, the Vice-
Chancellor may refer the matter back to the Academic Probation Confirmation Panel to allow proper process to be
followed. Subsequently, the Vice-Chancellor may reconsider the decision to terminate and will advise the staff
member in writing of her/his decision. The decision of the Vice-Chancellor will be final.

Confirmation of Successful Completion of Probation Period

(65) Upon approval by the delegated officer or the APCP of the recommendation to confirm appointment, the staff
member will receive formal notification from People and Culture to this effect. This information will be passed to
People and Culture for recording on the People and Culture Information System and the staff member's personnel file.

(66) The staff member will be required to prepare, discuss and agree with the supervisor an SPDP plan in line with the
SPDP Policy for the period remaining of that SPDP cycle.



This policy document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. It is the responsibility of the individual reading this document to always refer to Victoria University's Policy Library for
the latest version.
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