	PROBATION REPORT
For Professional Staff and Fixed Term Academic Staff 
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To be completed at least 3 weeks prior to the end of the staff member’s probationary period.  Send the completed form to the Human Resource Consultant.

	Name of  staff member 
	      

	Employee Number
	     

	Organisational Unit
	     

	Name of Supervisor
	     


	Assessment of Skills or Attributes 
	Yes
	No 
	Comment 

	Has the staff member demonstrated possession of the knowledge and skills necessary to perform the job? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 
 
	      

	Has the staff member demonstrated the application of those skills in a reasonably competent and efficient manner? 
	 FORMCHECKBOX 

	  FORMCHECKBOX 

	      

	Has the staff member demonstrated an ability to develop positive, co-operative working relationships with other staff? 
	 FORMCHECKBOX 

	  FORMCHECKBOX 

	      

	Has the staff member demonstrated courteous and effective dealings with students and other clients where such dealings form part of the job? 
	 FORMCHECKBOX 

	  FORMCHECKBOX 

	      

	Has the staff member’s attendance been regular, reliable and punctual? 
	 FORMCHECKBOX 

	  FORMCHECKBOX 

	      

	Are you satisfied that there has been no evidence to suggest that any information given in the staff member’s job application or at interview was false or misleading in a material way? 
	 FORMCHECKBOX 

	  FORMCHECKBOX 

	      

	Are you satisfied that the staff member should be able to handle untested tasks? (If, for example, there are seasonal variations in the requirements of the job, such that the staff member has not been exposed to all the job dimensions) 
	 FORMCHECKBOX 

	  FORMCHECKBOX 

	      

	Has the staff member completed the EO Online and OH&S modules?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Has the staff member familiarised themselves with the key policies and attended the New Staff Expo and (if relevant) the Orientation for Academics New to UQ?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Recommendation

	· It is recommended that:

 FORMCHECKBOX 
   The appointment be confirmed

 FORMCHECKBOX 
    The appointment not be confirmed and termination of employment recommended

 FORMCHECKBOX 
    Extend the probation period for a further period (up to 3 months) *
* Note: This option is only available for HEW 1 – 7 level staff where this option is specified in the offer of appointment. The probationary period can only be extended once.  If you wish to extend the probationary period you must write to the Director, Human Resources, specify the period which you wish to extend (maximum 3 months) and provide reasons for your request.   If the Director, Human Resources agrees that an extension is appropriate, you will be advised accordingly.  It would normally only be appropriate to extend the probationary period where:

· an employee has been absent for a reasonable period during probation due to personal illness or injury or to care for a family member;

· an employee has been unable to perform the full range of their duties; or

· an employee has not yet exhibited all the abilities that are requirements of the position but you reasonably believe with additional time the employee may be able to demonstrate sufficient depth of skill and ability to perform the substantive requirements of the position.




Recommended by (supervisor):

	Signature of Approval Authority
	Print Name

	
	     

	Position Title
	Date

	     
	     


Approved by (head of organisation unit): 

	Signature of Approval Authority
	Print Name

	
	     

	Position Title
	Date

	     
	     


human resources staff to complete:
	details entered by
	date
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