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	Probation Agreement – Academic Staff
To include: Lecturer /Teaching Fellow/ Tutor/ Research Lecturer



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 Academic Staff are subject to a probation period of 3 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 six weeks 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 the first six weeks 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; eighteen 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 PAC. The report should:

· assess progress against agreed objectives/programme set out in plan;

· provide an evaluative report on progress against plan;

· provide a list of publications;

· provide an updated version of plan for the final year of probation;

· confirm training identified has been completed successfully;

· provide an indication from HOD as to expectation of recommendation that appointment be confirmed.

The 2nd and final report will be requested at the end of the 3 Year probationary period for consideration by the PAC. The report should be submitted by the Head of Department following consultation with the Probationer and Mentor. In addition to the above points the reports should also provide an evaluative report on the progress against the plan and include a recommendation from the HOD as to whether or not the appointment should be confirmed;

Head of Departments should ensure that the targets are both realistic, sufficiently high and that the projected workload is reasonable. The plan should be regularly monitored (at least once a term). When completing reports, Heads should comment on all aspects of the original agreement including training requirements identified.


Before completing this form please read the probation procedure carefully.  As photocopies will be made of this form please complete in typescript or black ink.  
	Name of Probationer


	

	Post


	

	Department / Section


	

	Period of Appointment


	

	Hours of Work 


	

	Period of probation


	

	Date 1st report due


	

	Name of Mentor


	

	Previous appointments at AU with dates
	

	Is the Probationer required to gain the PGCTHE qualification? 
If not, please provide a statement supporting this recommendation which should include  details of the probationer’s previous teaching experience and teaching qualifications. 
	


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.



1     Teaching

Please set out separately for each year the individual’s programme of teaching during appointment as follows:

	 
	Module Identifier & Title
	Formal lectures
	Lab Classes & Fieldwork
	Tutorials / Seminars
	Supervision of undergraduate projects
	Total Hours & Dep. norm
	Outcomes, 1st report 
	Outcomes, Final report 

	Year 1

Under grad Teaching
	
	
	
	 
	 
	
	 
	

	
	
	
	
	 
	 
	
	 
	

	
	
	
	
	 
	 
	
	 
	

	
	
	
	
	 
	 
	
	 
	

	Year 1

Post grad teaching
	 
	
	
	 
	 
	
	 
	

	
	 
	
	
	 
	 
	
	 
	

	
	 
	
	
	 
	 
	
	 
	

	
	 
	
	
	 
	 
	
	 
	

	Year 2 Under grad Teaching
	 
	
	
	 
	 
	
	 
	

	
	 
	
	
	 
	 
	
	 
	

	
	 
	
	
	 
	 
	
	 
	

	
	 
	
	
	 
	 
	
	 
	

	Year 2 Post grad Teaching
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	 
	
	
	 
	 
	
	 
	

	Year 3 Under grad Teaching
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Year 3 Post grad Teaching


	 
	
	
	 
	 
	
	 
	

	
	
	
	
	
	
	
	
	

	
	 
	
	
	 
	 
	
	 
	

	
	
	
	
	 
	 
	
	 
	


Postgraduate Research Supervision
	
	
	Year 1
	Year 2
	Year 3

	Number of PhD students to be supervised
	
	
	
	

	Number of MSc/MA/LL.M (by  research) students to be supervised
	
	
	
	


2.2     Examining

Please set out separately for each year the Lecturers expected examining load for the first three years of the appointment as follows:
Degree Examinations

	 Year 
	Module
	No of Scripts to be examined
	Total
	Outcomes,1st report 
	Outomes, Final report 

	Year 1
	
	
	
	 
	

	
	
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	Year 2
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	Year 3
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	


Class Examinations and Fieldwork Assessments
	 Year 
	Module
	No of Scripts / Assessments
	Total
	Outcomes, 1st report
	Outcomes, Final report

	Year 1
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	Year 2
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	Year 3
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	


Essays and Other Class work including student projects

	Year
	Module
	Brief Description
	Number of items
	Outcomes, 1st report
	Outcomes, 2nd report

	Year 1
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	Year 2
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	

	Year 3
	 
	
	
	 
	

	
	 
	
	
	 
	

	
	 
	
	
	 
	


2.3     Research
Using the following categories please provide details of a Personal Research Plan to be undertaken during the first three years of the appointment as follows:
	
	Proposed Topic or Working Title
	Target Publisher or Journal
	Submission

Target Date
	Anticipated date of Publication
	Outcomes, 1st Report 
	Outcomes, Final report 

	Single authored books
	 
	
	
	
	
	 

	
	 
	
	
	
	
	 

	
	 
	
	
	
	
	 

	Jointly authored books
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Jointly authored books
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Edited books
	 
	
	
	
	
	 

	
	 
	
	
	
	
	 

	
	 
	
	
	
	
	 

	Articles in refereed journals
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Chapters in edited books
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Review articles (not book reviews)
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Papers processed in conference proceedings
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Publications in electronic media


	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Exhibitions & performances
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other publications, reports or outcomes
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Future completion of PhD studies if relevant
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


In no more than 200 words, describe the broad area of the Probationer’s research and how it promotes the departmental research strategy.


2.4 Grant Applications
	Body applied to
	Proposed grant amount
	Proposed topic / subject area
	Target submission date
	Outcomes, 1st report
	Outcomes, 2nd report

	 

	
	 
	 
	 
	 

	
	
	
	
	
	

	 

	
	 
	 
	 
	 

	 

	
	 
	 
	 
	 


2.5    Administrative Duties
Please give details of administrative duties to be assigned to the Probationer during the first three years of the appointment as follows:
	 
	Task
	Reporting to
	Workload (hours per academic year)
	Outcomes, 1st Report
	Outcomes, Final Report

	Year 1
	 
	 
	
	 
	 

	
	 
	 
	
	 
	 

	
	 
	 
	
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	 
	 
	
	 
	 

	Year 2
	 
	 
	
	 
	 

	
	 
	 
	
	 
	 

	
	 
	 
	
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	 
	 
	
	 
	 

	Year 3
	 
	 
	
	 
	 

	
	 
	 
	
	 
	 

	
	 
	 
	
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	 
	 
	
	 
	 


2.6     Training and Development Needs
Following initial assessment with Mentor and Human Resources (Staff Development) please give details of Training and Development Programme/Courses to be followed during the first three years of the appointment including proposed outcome(s).
	 
	Training & Development Required
	Target Date
	Outcomes, 1st Report
	Outcomes, Final Report

	i.
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	ii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iii
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	iv
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


2.7     PAC Chair’s comments on initial Targets and Objectives

On completion within the Department, the plan is to be submitted to the Chair of the Probationary Appointments Committee for approval.  In considering the plan, the Chair will wish to be satisfied that the standards set are sufficiently high, the targets realistic, and the projected workload reasonable.  He/She may need to discuss or clarify certain aspects of the plan with the Probationer and/or the Head of Department before agreement can be reached and the plan finalised and signed, normally within two months of the probationer taking up his/her appointment.

[image: image2]
2.8     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...............................

Note
The performance of the Probationer will be assessed by the Probationary Appointments Committee against the agreed objectives set out in the plan and those requirements only.  The Committee will assess the quality of the work produced under the plan in relation to teaching, research and administration but the Probationer will not be judged against objectives not included in the plan.
In addition to the progress report provided in section 2 please provide an evaluation of the Probationer’s progress against the agreed objectives/ programme set out in the plan as follows:
3.1
Teaching


Examining

3.2
Examining


3.3
Research

3.4
Administrative Duties


3.5
Training & Development
3.6 Head of Department’s 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.


[image: image3]
3.7 Probationer’s 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.

3.8 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 ……………………………….


Note
As on the previous occasion, the Probationer will be assessed by the Probationary Appointments Committee against the agreed objectives set out in the plan and those requirements only.  The Committee will assess the Probationer’s work in relation to teaching, research and administration but the Probationer will not be judged against objectives not included in the plan

In addition to the progress report provided in section 2, please provide an evaluation on progress against the agreed objectives/ programme set out in the plan as follows:

4.1
Teaching


Examining

4.2
Examining


Research

3.3
Research

4.3
Research


4.4
Administrative Duties


4.5
Training & Development (including PGCTHE, if required) 
4.6 Head of Department’s Comments

The Head of Department is asked to indicate here whether or not he/she wishes to recommend that the appointment be confirmed.  
[image: image4]
4.7 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.

4.8 We confirm that this final 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 ……………………………….

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. 

Aims





Timescale





Section 1 – Personal Details





Section 2 – Plan of Activities & Outcomes (Spanning the period of probation)











Section 3 – First Report Evaluation – to be completed by the Head of Department following consultation with the probationer and the mentor







































































Section 4 – Second & Final Report- – to be completed by the Head of Department following consultation with the probationer and the mentor 
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