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ACADEMIC STAFF PROBATION:  RECORD OF ACHIEVEMENT (YEAR 3)

	Name of Probationer:

     
Job Title:

     
Department:

     
Probation Adviser:

     
Probation Start Date (as notified by Human Resources):
     



· At the beginning of the year, the Probationer should agree a Work Plan in consultation with the Probation adviser, and complete the left-hand boxes.  The Head of Department should then sign the form to indicate his/her agreement to this.  See Notes on Procedures for full details.

· At the end of the year, the Probationer and Probation Adviser should review the approved Work Plan and record in the Report section (right-hand side) actual achievements against each of the goals set, and append minutes of the 4 progress meetings, signed by both parties.  The Head of Department should then make his/her recommendation.

· As all previous, approved Work Plans and Reports should be available to the Academic and Related Staff Probation Monitoring Group when it considers a Probationer’s progress, all original documents should be kept in a single folder (supplied by Human Resources).  It is the Probationer’s responsibility to maintain their probation record for this purpose.  At the end of the probationary period, the full record will be returned to the Probationer following successful completion.

	1.  TEACHING AND TRAINING

Please ensure all sections are completed.

Indicate where any joint activity is undertaken.



	YEAR 3:  SECTION 1.1
(to be completed at beginning of year)


	YEAR 3 REPORT:  SECTION 1.2

(for completion at end of year)

Please note:  There should be no significant variation from the approved proposals in the Work Plan unless agreed in advance by the Monitoring Group.

	Teaching Work Plan

	For lectures, indicate module code, or specify if, for example, tutorials, project work or other, and give details
	Title/Group/Specialist Area
	Overall
% of

Departmental

Norm
	Comments

	     

	     

	     
	     


	YEAR 3 WORK PLAN:  SECTION 1.1 (cont)

(to be completed at beginning of year)
	YEAR 3 REPORT:  SECTION 1.2 (cont)

(for completion at end of year)

Please note:  There should be no significant variation from the approved proposals in the Work Plan unless agreed in advance by the Monitoring Group

	Assessment of Practical Teaching

Formal observation of teaching during the year is a requirement.  This should be arranged with the Teaching Centre.  See guidelines for further details.  Please state name(s) of proposed observer(s).
	Dates/Outcome/Comments

	     
	     


	
	

	Teaching Portfolio

Please indicate proposed action
	Dates/Outcome/Comments

	     

	     



	2.  ADMINISTRATION & OTHER DUTIES 

Please ensure all sections are completed.



	YEAR 3 WORK PLAN:  SECTION 2.1

(to be completed at beginning of year)


	YEAR 3 REPORT:  SECTION 2.2

(for completion at end of year)

Please note:  There should be no significant variation from the approved proposals in the Work Plan unless agreed in advance by the Monitoring Group

	Details of Administration Plan
	Outcome (or comments, if appropriate)

	     

	     


	RECORD OF PROGRESS MEETINGS

This section to be completed as part of the year-end Report.

The Probationer and Probation Adviser are required to meet formally on 4 occasions during the year to monitor the progress of the approved Work Plan.  After each meeting, to acknowledge these meetings have taken place, both should complete this section.  At the end of the year, a copy of the minutes of each of these meetings should be appended to this Report.

	Progress Meetings

1.       ………    

     Date held

2.       ………    

     Date held
3.       ……… 

      Date held
4.       ……… 

     Date held

	Signature:
………………………………..

 Probationer 

………………………………..

 Probationer 

………………………………..

 Probationer 

………………………………..

 Probationer
	Signature:

………………………………….

 Probation Adviser                                                                   
………………………………….

 Probation Adviser                                                                   
………………………………….

 Probation Adviser                                                                   

………………………………….

 Probation Adviser                                                                   



The following page should be completed by the Head of Department.

	RECOMMENDATION FROM HEAD OF DEPARTMENT 



	YEAR 3 WORK PLAN 

(to be completed at beginning of year)


	YEAR 3 REPORT

(for completion at end of year)



	I endorse the above Work Plan.

………………………………………………………………………..             …………………

Signature of Head of Department                                                           Date    

Comments (if appropriate)

     
	RECOMMENDATION:  End of Year 2

1. The appointment should be confirmed. 
2. The probation period should be extended for a further year. 
3. The appointment should not be confirmed. 
4. An appointment of one year should be offered allowing the probationer time to seek alternative employment. 

In cases where 2, 3 or 4 applies the probation has been informed. 
………………………………………………………..…..

Signature of Head of Department, and Date
	

	
	5. 
	


	Acknowledgement of Achievements (End of Year 3)


Both the Probationer and Probation Adviser sign to endorse the recorded achievements of the Probationer's progress during the year.

	………………………………………….……                              ……………….…………...…

Probationer                                                                                  Date
………………………………….. ………….                               ………………………………                                                                   

Probation Adviser                                                                   Date


	Additional Comments by Probationer (optional)




Please use this space to make any observations on your Probation Adviser’s or Head of Department’s comments (including the recommendation).

	     
………………………………….. ………….                            ………………………………                                                                   

Probationer                                                                               Date


	FOR HUMAN RESOURCES USE ONLY

	Work Plan received
	Report received


Updated July 2009
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