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	Probation Agreement 

Academic Related, Administrative, Library and Computer Staff




Please ensure the Probation Agreement form is completed in full. 
Please DO submit the advertised job description in support.


The purposes of the probation Agreement Form are two fold:

· To devise an achievable set of objectives for the individual during the Probation period against which performance can be monitored.

· To identify training and development needs and ensure appropriate support is offered and training undertaken.


All ALC members of staff are subject to a probation period of 2 Years. Any exceptions will need to be objectively justified and approved by the Probationary Appointments Committee.
The aims and objectives of the Probationary Agreement should be established within the first month of commencement in post, and should be agreed between Probationer, Head of Department and Mentor.

The completed Probationary Agreement Form should be sent to the HR Department within one month of commencement in post.

The agreed objectives will be submitted to members of the Probationary Appointments Committee (PAC) for comment and Agreements will either be approved or returned for revision.

The agreed objectives should be monitored closely; twelve months after commencement of the post, the Head of Department, following consultation with the Probationer and the Mentor, should prepare a 1st progress report for consideration by the Probationary Appointments Committee. 
The 2nd and final report will be requested at the end of the 2 Year probationary period for consideration by the Probationary Appointments Committee. The report should be submitted by the Head of Department following consultation with the Probationer and Mentor.

All objectives and targets should be:
Specific

Measurable

Attainable

Realistic

Timetabled


	Name of Probationer


	

	Post


	

	Department / Section


	

	Period of Appointment


	

	Hours of Work 


	

	Period of probation


	

	Date 1st report due


	

	Name of Mentor


	


Attachments
Departmental Structure Chart

□

This section should be completed by the Head of Department in consultation with the Probationer and Mentor. The Plan of Activities is divided into five separate components. Please ensure all sections are completed in full.

2.1 Job Profile
Please provide in no more than 200 words an outline of the main responsibilities attached to the post and how it relates to the work of the department as a whole. Please refer to any special circumstances specific to the post.

[image: image1]
2.2 Tasks
Please list the main tasks to be performed by the Probationer during the period of probation. (Note: entries may not be appropriate in all six categories for every post). 
At the appropriate stages, please provide a factual report on progress against the agreed tasks and an evaluation of how well the tasks have been performed. Where new objectives have been identified during the probationary period these should be added and reported upon at the appropriate time.
	 
	 
	Tasks
	1st Progress Report
	2nd & Final Progress Report

	1 Administrative Duties
	i.
	
	 
	 

	
	
	
	 
	 

	
	ii
	 
	 
	 

	
	
	
	 
	 

	
	iii
	 
	 
	 

	
	
	
	 
	 

	2 Service Provision
	i
	 
	
	 

	 
	
	
	 
	 

	 
	ii
	 
	 
	 

	 
	
	
	 
	 

	 
	iii
	 
	 
	 

	 
	
	
	 
	 

	3 People Management / Supervision
	i
	 
	 
	 

	
	ii
	 
	 
	 

	
	
	
	 
	 

	
	iii
	 
	 
	 

	
	
	
	 
	 

	4 Financial & Resource Man.
	i
	 
	 
	 

	 
	ii
	 
	 
	 

	 
	
	
	 
	 

	 
	iii
	 
	 
	 

	 
	
	
	 
	 

	5 Specialist Duties
	i
	 
	 
	 

	 
	
	
	 
	 

	 
	ii
	 
	 
	 

	 
	
	
	 
	 

	 
	iii
	 
	 
	 

	 
	
	
	 
	 

	6 Other
	i
	 
	 
	 

	 
	
	
	 
	 

	 
	ii
	 
	 
	 

	 
	
	
	 
	 

	 
	iii
	 
	 
	 

	 
	
	
	 
	 


The Head of Department is invited to provide any additional information if considered necessary.

	


2.3 Targets

Please list the specific targets to be achieved by the Probationer during the period of probation. Particular attention should be given to ensuring these are Specific, Measurable, Attainable, Realistic and Timetabled. 
At the appropriate stages, please provide a factual report on progress against the agreed targets and an evaluation of how well the tasks have been performed. Where new targets have been identified during the probationary period these should be added and reported upon at the appropriate time.
	 
	Targets (Identify Departmental & Individual)
	Target Date
	1st Progress Report
	Final Progress Report

	i.
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	ii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iv
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


	


The Head of Department is invited to provide any additional information if felt necessary.

2.4 Skills
Please list the skills which the probationer will be expected to acquire and/or develop during the period of probation. The skills identified should support the tasks and targets identified in the previous sub-sections.
At the appropriate stages, please provide a factual report on progress in relation to the development of these skills. Where the requirement for new skills have been identified during the probationary period these should be added and reported upon at the appropriate time.
	 
	Individual Skills 
	Target Date
	1st Progress Report
	Final Progress Report

	i.
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	ii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iv
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


The Head of Department is invited to provide any additional information if felt necessary.

	


2.5 Training and Development Needs
Please identify all personal development and training needs to be addressed during the period of probation and their expected outcome. The key areas for development and training should support and lead on from the tasks, targets and skills identified in the previous sub-sections.
At the appropriate stages, please provide a factual report on progress in relation to training and development needs. Where the requirement for further training and development needs have been identified during the probationary period these should be added and reported upon at the appropriate time.
	 
	TRAINING & Development Required
	Target Date
	1st Progress Report
	Final Progress Report

	i.
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	ii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iv
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


The Head of Department is invited to provide any additional information if felt necessary.

	


2.6 PAC Chair comments on initial Targets and Objectives
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2.7
We confirm that the above Probation Agreement sets out the Probationer’s objectives and training & development needs over the course of the period of probation.
Signed....................................................Probationer


Date...............................
Signed....................................................Mentor


Date...............................
Signed....................................................Head of Department
Date...............................

Signed....................................................Chair of PAC

Date ……………………………….

3.1 Head of Department Comments
The Head of Department is asked to indicate here whether or not he/she expects to be able to recommend that the appointment be approved at the end of the probation period.
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3.2 Probationer Comments

If the Probationer disagrees with the report, or certain aspects of it, he or she has an opportunity to include his or her written comments here.

3.3
We confirm that the above 1st report sets out the Probationer’s progress against the agreed objectives, training and development needs identified in the probation Agreement.
Signed...................................................Probationer


Date..............................
Signed...................................................Mentor
Date...............................
Signed...................................................Head of Department 
Date...............................

Signed...................................................Chair of PAC

Date ……………………………….


4.1
Head of Department’s Comments            
The Head of Department is asked to indicate here whether or not he or she wishes to recommend that the appointment be confirmed.
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4.2 Probationer’s Comments


4.3
We confirm that the above 1st report sets out the Probationers progress against the agreed objectives, training & development needs identified in the probation Agreement.

Signed...................................................Probationer


Date...............................
Signed...................................................Mentor


Date...............................
Signed...................................................Head of Department 
Date...............................

Signed...................................................Chair of PAC

Date ……………………………….
NOTE:  The report, once signed by the Probationer and the Head of Department, is considered by the Probationary Appointments Committee.  Reports are considered as soon as possible following the completion of the probationary period.  The Probationer and his or her Head of Department may be interviewed as part of this review.  

A decision on whether to confirm the appointment will be based on performance during the probationary period.  While the report is being considered, the appointment will remain unconfirmed.  When confirmation is made it will take effect from the end of the probationary period. 
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Section 1 – Personal Details





Section 2 – Plan of Activities (Spanning the period of probation)
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Section 3 – First Report



































Section 4 – Second & Final Report 
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