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Probation Procedure

MACQUARIE
University

Step 1

Step 2

Step 3

Probation form

INDUCTION

Set expectations for the probationary period including
goals, objectives and performance expectations

A

MEET REGULARLY

Discuss the staff member’s progress and performance
and any support needed

A

Probation form

MID-POINT REVIEW

Discuss and document staff member’s progress and
performance and any feedback

A

Probation form
Any supporting
documents

FINAL REVIEW

Meet at least one month prior to the end of probation

to review performance.

Confirm employment

Supervisor seeks approval from
Executive Dean or Head of Office

Supervisor advises staff member
of final decision

Employment

confirmed
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Recommendation

Terminate employment

Supervisor consults with HR
Client Services and advises the
staff member ofthe
recommendation

y

Supervisor seeks approval from
Executive Dean or Head of Office

y

Supervisor advises staff member
of final decision

v

Director, HR provides formal
notification to staff member

Employment

terminated
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