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	STAFF MEMBER:


(
Ensures that the details inserted on the review document are correct.  If not, advises Human Resources Coordinator immediately.

(
Prepares a statement for the Head of School/Director addressing the four criteria on the front of the form, including evidence to support teaching activities (eg a summary sheet, not the raw response data on student and/or peer evaluations).  

(
Forwards statement to the Head of School/Director prior to the review meeting.
	HEAD OF SCHOOL/Director:


(
Conducts a formal review of performance prior to the end of the probationary period.  

(
Submits the ‘Head of School/Director Recommendation’ document and the staff member’s statement to the Human Resources Coordinator.

(
If the Head of School/Director does not recommend confirmation of employment, consultation with the Human Resources Coordinator should occur to prepare the report to the PVC. 
	Human ResourceS Coordinator:


(
Checks that the probation review documentation includes:

· Statement from staff member

· Recommendation from Head of School/Director
(
Forwards the Head of School/Director recommendation to the Pro Vice Chancellor.

(
Prepares letter to staff member if recommendation is confirmed.
	PRO VICE CHANCELLOR:


(
Reviews documentation and makes a decision on whether employment will be confirmed.

(
Signs letter to staff member if employment confirmed. 
(
Convenes Divisional Probationary Review Panel if required.
	Human ResourceS Coordinator:


(
Advises staff member of PVC’s decision
(
Arranges the Divisional Probationary Review Panel if required and acts as Executive Officer to the panel.
(
Advises Vice Chancellor through the Human Resources Unit if Divisional Probationary Review Panel recommends termination of employment. 
