

<Insert Date>

CONFIDENTIAL
<Insert Employee Name>

<Insert Employee Address>
Dear <Insert Name>
University records indicate that your probation is due for completion on <Insert Date>.

In accordance with the ‘Probation for Academic Staff’ Policy (HR 7.3) (which can be accessed at http://www.unisa.edu.au/policies/policies/hr/HR07.asp) you are required to participate in a formal review with <Insert Name> Head: School of <Insert School Name> or <Insert Name> Director of <Insert Name of Research Institute>.
Please find attached the ‘Academic Probation Review’ coversheet to assist you in preparing a statement outlining your progress since joining the University, for consideration by <Insert HoS/Director Name>.  You will be contacted by <Insert HoS/Director Name>’s office to arrange a mutually suitable time for your review meeting which must occur prior to the end of your probationary period.  Your statement must be submitted to <Insert HoS/Director Name> prior to this meeting.   

As outlined in the Policy, <Insert HoS/Director Name> will recommend to <Insert PVC Name>: Pro Vice Chancellor, whether your employment should be confirmed, based on your progress during the probationary period.

If you have any questions regarding this process, please contact me on 8302 XXXX.

Regards,
<Insert Name>

Human Resources Coordinator

Encl:
 Academic Probation Review Coversheet

Cc:
<Insert Name>, Head: School of <Insert Name> or <Insert Name>, Director: <Insert Name of Research Institute>
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ACADEMIC STAFF PROBATION REVIEW 

COVERSHEET

NAME:
Dr Syed Mahfuzul Aziz
ID NO:
103100 
DIVISION:
Information Technology, Engineering & the Environment
SCHOOL:
Electrical and Information Engineering
CURRENT POSITION TITLE:

DATE OF REVIEW MEETING:

Senior Lecturer
Please provide a statement (maximum 4 pages) addressing the following four criteria.  Attach this coversheet to the statement and submit to your Head of School/Director prior to your review meeting.  This will form the basis of your formal review meeting. 

SCHOLARSHIP & TEACHING (if applicable):

Include evidence of Student Evaluation of Teaching & Peer Review (if applicable)

Innovation in Teaching, non-refereed conference papers and monograms, conference attendance, professional development etc.

__________________________________________________________________
RESEARCH, RESEARCH SUPERVISION (if applicable), PUBLICATIONS, RESEARCH/CONTRACT GRANTS SINCE APPOINTMENT:

Postgraduate study undertaken

__________________________________________________________________

LEADERSHIP / MANAGEMENT / ADMINISTRATION:

School / Division / University role or committees

__________________________________________________________________

ENGAGING THE COMMUNITY / PROFESSION:

External communities or professional bodies, unpaid consultancy/professional work, 

conference organisation etc.

__________________________________________________________________

INDUCTION COMPLETION DATES: 

(You can access this information under ‘My Details’ in UniSA Info)
Division Induction
Date:

Corporate Induction
Date:

School/Institute Induction
Date:

Teaching @ UniSA (if applicable)
Date:

Teaching & Learning (if applicable)
Date:

Research Induction (if applicable)
Date:


























































Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au
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