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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· Rules and procedures relating to probationary appointments may be found at http://www.hr.uct.ac.za/hr/service/academic/probation/. Please consult these before completing this form.

· A CV and a self-performance review report must be attached. If desired, particular points may be expanded on a separate sheet. These will form part of the Report and must be initialed by the staff member on probation.

	Name of Staff Member on Probation
	

	Position
	

	Department
	

	Expiry Date of Probationary Period
	


TO BE COMPLETED BY REPORTING OFFICER (ACADEMIC LINE MANAGER)

	1. I recommend that  (tick as appropriate)                                                                                                          

	INTERIM PERFORMANCE REPORT
	FINAL PERFORMANCE REPORT

	( performance against the probation plan is at, or above, the expected level and the probationary period should continue.
	
	( the conditions of the appointment have been met and the appointment should be confirmed.
	

	( in exceptional circumstances, performance against the probation plan is above the expected level and the appointment should be confirmed. 
	
	( the conditions of the appointment have not been met and the probationary period should be extended to give further time for the staff member to meet them.
	

	( performance against the performance plan is not yet at the expected level and the probationary period should continue subject to a development plan.
	
	( the conditions of the appointment have not been met and an extension (or further extension) of probation is unlikely to result in the staff member achieving this. The appointment should be terminated.
	

	( performance against the probation plan is not at the expected level, and continuation of the probationary period is unlikely to result in the staff member achieving this. The appointment should be terminated.
	
	
	


	2. My appraisal of the staff member’s performance to date is set out on the following pages.

	Signature
	
	Date
	

	Position
	


COMMENTS BY DEAN
	

	Signature
	
	Date
	

	Position
	

	Sections (a) and (b) are the most important sections of this report. Please complete them fully.

	(a) Teaching (Course evaluation sheets or other evidence of teaching competence should be attached.)

	

	(b) Research (A list of research publications must be attached.)

	


	(c) Management, Leadership and Administration

	

	(d) Social Responsiveness and Other Activities

	

	(e) Inter-personal skills / collegiality (If there are any other comments, either positive or negative, that relate to the staff member’s collegial relations and work with the department as a whole, please comment below.)

	


	(f) Health (Comment only if there is some aspect which should be drawn to the attention of the Committee.)

	

	(g) General Comments

	


AUTHORITY FOR PROBATION REVIEW

	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Reporting Officer
	
	
	
	

	Staff Member on Probation
	
	
	
	

	
	I acknowledge that I have read and understood this report and initialed any attachments.  
I have also received a copy of the report and attachments for my own use.


COMPLETING A PROBATION REVIEW FORM

HR176

When do I complete this form?

Academic line managers receive notification from the Faculty HR Business Partner (HRBP) when a probation review is due.

Academic staff members are normally appointed, in the first instance, for a period not exceeding three years. This period is regarded as probationary. The Probation Review form is completed by the designated Reporting Officer and provides: 
· either an interim performance report,
· or a final performance report.

Both will include a clear recommendation and an appraisal of the staff member’s performance to date. Attention will be focussed on (a) teaching, (b) research, (c) management, leadership and administration, (d) social responsiveness and other activities, (e) inter-personal skills / collegiality, and (f) health (where applicable).
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The Reporting Officer is the HOD if the staff member on probation is a member of the department, the Director of the unit if the staff member is a member of an interfaculty unit, the Dean of the faculty if the staff member is a Head of Department, the chairperson of the appropriate board or committee if the staff member is the Director of an interfaculty unit, or a Deputy Vice-Chancellor if the staff member is a Dean.
The sections of the probation review form may serve as a guide to the Head of Department in outlining the staff member’s goals and objectives, identifying development needs and drafting an agreed probation plan.
Where do I send this form?

This form is sent to:
· Your HR Business Partner (HRBP),
· then to the Dean of the Faculty if the Reporting Officer is a Head of Department 

(see the probation policy for alternative channels if the Reporting Officer is not a HOD), and
· finally to the Deputy Vice-Chancellor responsible for academic affairs.
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Please consult the Faculty HR Business Partner (HRBP) on process in the event of under- or unsatisfactory performance by the staff member on probation.
When do I submit this form?

The interim performance report should be submitted after the end of the staff member’s seventeenth month of service.

The final performance report is normally submitted two months before the end of the staff member’s probationary period.  A case may be made for early confirmation of an appointment, however, when achievements in teaching and research warrant this.

What other forms do I need to complete?

The staff member on probation should submit a full curriculum vitae and a self-performance review report. These should accompany the Probation Review form.
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