Southern Cross
University

Probation Procedures

Section 1 - Purpose and Scope

(1) These procedures are intended to give effect to the uniform implementation of the Probation Policy .

Section 2 - Procedures

(2) Prior to the due date of a probationary review, HR Services will inform the employee's Head of Work Unit that a
probationary review is due.

(3) Normally, if the maximum period of probation applies, supervisors are required to complete probationary reviews
as follows:

a. Professional Employees: 8th week and 24th week.
b. Academic Employees: 12th, 24th and 33rd month.

(4) However, where termination of employment is a possible outcome, the final review must be held at least four
weeks prior to the end of the probationary period for professional staff and at least three months prior to the end of
the probationary period for academic employees.

(5) At the conclusion of each review, the supervisor will prepare a report (either a Probation Report for Academic
Employees or a Probation Report for Professional Employees), which includes a summary of the outcomes as they
relate to the probation. The completed report should be signed by all parties, and a copy provided to the probationary
employee.

(6) If an employee's probationary period exceeds 12 months, and they would normally be subject to an annual PMDR
review, two separate reviews are not required and the formal probationary review will take precedence.

(7) Where the report contains adverse material about the employee, the employee has the right to respond in writing.
(8) Completed reports are to be referred to HR Services within 10 working days of the review being completed.

(9) Where the report indicates successful completion of a probationary period, HR Services will inform the employee in
writing that their employment has been confirmed.

(10) The report and any additional documentation, including the employee's response if appropriate, will be placed on
the employee's personnel file in HR Services.
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Status and Details

Status

Effective Date
Review Date
Approval Authority
Approval Date

Expiry Date

Head of Work Unit

Enquiries Contact

Historic

13th August 2012
13th April 2015
Vice Chancellor
10th August 2012
9th October 2012

Kath Drew
Director, Human Resources

Kath Drew
Director, Human Resources
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