UVic Probationary Period Review – PEA Staff
UVic Probationary Review – PEA


[image: image2.jpg]University

g of Victoria




Performance Development Process

Probationary period Review Form

PEA Staff

Click here for further guidelines for this process Probationary/Trial Review Process HYPERLINK "http://web.uvic.ca/hr/hrhandbook/performancedevelopment/generalprobationaryprocessjuly2007copy.rtf" 
[image: image1.png]


 (HR Website in the Manager Toolkit)
Employee Name: 






Employee Number:
Job Title: 

Department: 

Supervisor: 


Probationary Period Start Date:


Date of Final Review:
Probationary period for PEA Staff
Within the first two weeks of the employee commencing a new position, the supervisor will meet with the employee to orient the employee to the job and set clear expectations.
 This form is used throughout the probationary period and is revised as necessary at the scheduled check-ins.  Call your Human Resource Consultant (HRC) if you need assistance.

The supervisor should be able to verify that the employee has received ongoing guidance and advice appropriate to the employee’s position throughout the probationary period. Therefore, during the probationary period, the supervisor will complete a ‘Check in’ Review at 2, 4 and 6 months.  Progress will be documented on this form and returned to Human Resources Information Systems (HRIS) before the probationary period expires.  

If there are concerns or any reason to doubt the employee will be successful in the position the supervisor will contact the assigned HR Consultant as early as possible prior to the expiry of the probationary period.
  If the overall assessment is that the employee did not meet expectations the probationary period cannot be successfully completed.  However, if there is reasonable expectation that an extension to the probationary period may result in a successful achievement of expectations, the probationary period may be extended by up to an additional four (4) months.

Probationary period Review for PEA Staff is made up of the following:

Section I
Preparing to Plan

Section II
Orientation Checklist

Section III
Performance Plan

Section IV   
Employee Career Plan
Section V
Learning and Development Plan

Section VI
Check-In Notes 
Section VII   
Final Probationary Review

Section I - Preparing to Plan - Prior to meeting for the first time with the new employee the supervisor will review this form; ensure the required orientation material is available, and complete Section III – Performance Plan  

Section II – Orientation Checklist - The supervisor will ensure the employee has had adequate orientation to at least the following items.  The employee will initial and make notes in the columns below to indicate items have been discussed or the appropriate document provided.  Orientation items may be added to this list.

	Orientation Item - ‘click on’ underlined headings below to access hyperlinked information in the appropriate section of the UVic Website.
	Initial and/or Make Notes

	
	Initial Orientation Meeting
	By 4 months

_______ date
	By 6 months

_______ date

	Department Orientation (customize or add items as needed)
	
	
	

	Introductions to Co-Workers
	
	
	

	Employee Contact Lists
	
	
	

	Departmental Mission & Goals
	
	
	

	Departmental Policies and Procedures (including hours of work, vacation, overtime, etc.)
	
	
	

	Department Organization Chart
	
	
	

	Job Description
	
	
	

	Review of tasks and responsibilities; performance plan; and expectations with supervisor
	
	
	

	Department Training
	
	
	

	Departmental Software and Equipment (e.g. fax, photocopier, key and laptop security)
	
	
	

	Department Systems (mail, security, telephone, voicemail, supplies, records and files, safekeeping of belongings)
	
	
	

	Vacation Schedules, Illness etc. (entitlements and process
	
	
	

	Cheque Distribution/Direct Deposit Form
	
	
	

	Other (insert rows as needed below)
	
	
	

	
	
	
	

	University Orientation
Note:  The supervisor may also want to print off a copy of the UVic Employee Handbook to give to the employee.
	
	
	

	UVic Website Review
	
	
	

	UVic Strategic Plan
	
	
	

	UVic Organization Chart
	
	
	

	UVic Policies & Procedures  
	
	
	

	UVic Employee Handbook
	
	
	

	UVic Core and Leadership Competencies
	
	
	

	UVic Performance Development Process and Forms
	
	
	

	UVic Learning and Development Program
	
	
	

	UVic Orientation session booked for newly hired staff
	
	
	

	Benefits  (arrange with Benefits office at 721-6522)
	
	
	

	UVic uSource  (a portal to the relevant online UVic information)
	
	
	

	Bus Passes
	
	
	

	Parking Permits
	
	
	

	SafeHaven/SafeWalk/Campus Alone 
	
	
	

	Health & Safety (e.g. emergency procedures, accident prevention and reporting, building security, campus security, evacuation plans, ergonomics)
	
	
	

	Staff and Faculty Discount Program
	
	
	

	Resources to Support Students 
	
	
	

	Job Evaluation Questionnaire
	
	
	

	Collective Agreement given to employee (available on HR Website)
	
	
	

	Other (insert rows as needed below)
	
	
	

	
	
	
	

	
	
	
	


 Section III – Performance Plan 

1. The supervisor prepares to meet with the employee by identifying 3 to 5 key responsibilities for the job and clarifying what is expected for each responsibility (as per the job/role description) in the charts below.  For an example see the sample director manager job responsibilities in the Performance Development section of HR’s Manger Tool kit.  
2. The supervisor also identifies goals and measures for each responsibility.  Goals must be accountable to the employee, linked to the Department and University Strategic Plan and easily tracked.  To ensure they can be tracked goals must have measures such as quality, quantity, cost and time attached to them.  Measurable goals follow the SMART principle (Specific, Measurable, Achievable, Realistic and Time Bound).  Goals must also be achievable during the probationary period.
3. The supervisor should meet with the employee within the first 10 days of employment. This first meeting is critical to set the employee up for success.
4. Supervisor and Employee book 3 check-ins and one final review meeting at start of planning and review cycle.   Check-in meetings are critical for tracking progress and for providing feedback and coaching to the employee as well as for modifying goals as required. 
5. Prior to each meeting the employee makes notes to track progress and sends the updated plan to their supervisor for review.  
(Tables will expand as you type. ‘Copy and Paste’ table to add additional responsibilities and goals as required)
	Key Job Specific Responsibility:  Identify the responsibility in 2 to 5 words.
	Expectations: Clarify in 5 to 7 short bullets what is expected to effectively meet this responsibility.

	
	

	Goal(s) and Measures:  Identify 1 to 5 goals with SMART measures that link to the responsibility and expectations described above and support the department and university strategic plan. 
	Employee Progress Notes:  Prior to each check-in, employee documents progress to date and sends to supervisor.

	1.
	

	2.
	

	3.
	

	Final Review Results:  Prior to final review meeting employee documents final progress. 

	


	Key Job Specific Responsibility:  Identify the responsibility in 2 to 5 words.
	Expectations: Clarify in 5 to 7 short bullets what is expected to effectively meet this responsibility.

	
	

	Goal(s) and Measures:  Identify 1 to 5 goals with SMART measures that link to the responsibility and expectations described above and support the department and university strategic plan. 
	Employee Progress Notes:  Prior to each check-in, employee documents progress to date and sends to supervisor.

	1.
	

	2.
	

	3.
	

	Final Review Results:  Prior to final review meeting employee documents final progress. 

	


	Key Job Specific Responsibility:  Identify the responsibility in 2 to 5 words.
	Expectations: Clarify in 5 to 7 short bullets what is expected to effectively meet this responsibility.

	
	

	Goal(s) and Measures:  Identify 1 to 5 goals with SMART measures that link to the responsibility and expectations described above and support the department and university strategic plan. 
	Employee Progress Notes:  Prior to each check-in, employee documents progress to date and sends to supervisor.

	1.
	

	2.
	

	3.
	

	Final Review Results:  Prior to final review meeting employee documents final progress. 

	


Section IV – Employee Career Plan - During the first two meetings the supervisor may want to invite the employee to discuss their career plan using the questions below.
  (Table will expand as you type)

	What are your current short and long term career aspirations (e.g. positions, projects or education that are of interest to you)?

	

	What are your top 3 to 5 strengths?

	

	What would you like to develop or learn in your probationary period?

	


Section V - Learning and Development Plan
a) Learning Plan - At the planning meeting the employee and supervisor may want to identify the learning goals for the current year based on responsibilities, goals, and career aspirations.  
b) Progress Notes – Prior to each check in meeting and the final review meeting the employee makes notes to track progress
c) Employee and Supervisor review progress at the check-in meetings and report on outcomes at final review meeting. See the UVic Learning and Development program for course ideas. 
(Table will expand as you type)

	Learning Plan (include what you want to learn and how you plan to learn it e.g. workshops, conferences, reading, mentoring etc.)
	Progress Notes: (indicate progress)

	1.
	

	2. 
	

	3. 
	

	Final Review - Results:

	


Section VI – Check In Notes

a) Check-in Dates – At the initial meeting the Supervisor and Employee should book 3 check-in meetings at approximately 2, 4and 6 months making note of them below.

b) Employee Progress Summary - Prior to each check in the employee writes a high level paragraph or two to summarize progress to date and areas for focus going forward for both their Performance Plan and their Learning and Development Plan.
c) Supervisor Feedback and Coaching Summary – The supervisor assesses progress and provides feedback and coaching and support at the check in meeting.  Goals and measures may also be modified, if required.  The supervisor will let the employee know if their work meets expectations and if not, what they can do to improve.  A short summary of their comments will be documented below.

(Table will expand as you type)
	Check-in Date(s)
	Employee Progress Summary 
	Supervisor Feedback and Coaching Summary –. (double click on box to activate check box form field options)

	2 months
Date:
	
	 FORMCHECKBOX 
 Meets expectations

 FORMCHECKBOX 
 Improvement required (explain)

Comments: 

	4 months
Date:
	
	 FORMCHECKBOX 
 Meets expectations

 FORMCHECKBOX 
 Improvement required (explain)

Comments:

	6 months
Date:
	
	 FORMCHECKBOX 
 Meets expectations

 FORMCHECKBOX 
 Improvement required (explain)

Comments:


Additional Accomplishments:  The employee records any other accomplishments for reporting to supervisor at the check-in and final review meetings.  (Table will expand as you type)
	


Section VII – Final Probationary Review (must be done at 8 months)

a) During the final probationary review meeting, the supervisor and employee discuss overall results and responses to the questions below.

b) This section (Section VII) of the Final Probationary/Trial Period Review Form must be completed, printed, signed, and sent to Human Resource Information Systems (HRIS) for placement on the employee’s personnel file.  
c) Both the supervisor and the employee should keep a copy for future reference and to use in the Annual Performance Planning and Review process.  
d) The supervisor or employee will transfer any outstanding items, goals & areas for development to the Annual Performance Plan.
 (Tables will expand as you type).  

Employee Name: 

Job Title: 

Department: 

Supervisor: 


Probationary Period Start Date:


Date of Final Review:
Employee:  The employee prepares for the review meeting by completing their final review notes for their Performance Plan and Learning and Development Plan and by responding to the questions below:   
	Achievement of Responsibilities and Goals - What are your top 3 to 5 successes?

	

	What are your top 3 to 5 strengths?

	

	How would you like to build on your success and strengths in the future?

	

	In what areas would you like further development, coaching or training?

	

	What more could be done to support you in your job?

	

	Other Comments?

	


Supervisor:  The supervisor prepares for the meeting by reviewing the plan, the check-in notes and accomplishments to date before completing the sections below.  (Table will expand as you type)
	Top 3 to 5 Successes:

	

	Top 3 to 5 Strengths:

	

	Areas of Challenge/Development: (move to Learning and Development on Annual Performance Plan):

	

	Probationary Review:  Recommended Action:


	 FORMCHECKBOX 
 Meets Expectations - Successful Completion of Probationary Period


- List Goals or Outstanding Items to Carry Forward to next 3, 6 or 9 months:



	 FORMCHECKBOX 
 Requires Improvement - Extension of Probationary/Trial period for ____ months 


(4 months max following consultation with PEA).  


Please contact your Human Resource Consultant for assistance.

  
- List Areas for Improvement:



	 FORMCHECKBOX 
 Does not Meet Expectations - Probationary Period Not Successfully Completed 


(1 month notice of pay in lieu).  Please contact your Human Resource Consultant for 
assistance.


- Explain:  (attach additional documentation as appropriate)



	Other Comments:

	


After the final review meeting, the employee and supervisor print the final form, review it and sign below.
	Employee Signature:
Date:
Signing does not indicate endorsement, only acknowledgement that the Probationary Review has been discussed.  If the employee does not agree with any part of the review after it has been discussed they are encouraged to comment below. 


	Employee Comments (as needed)

	

	Supervisor Signature: 
Date:

	Supervisor Comments (as needed)

	


� Also, see Orientation on the HR Website under the Recruitment Section. Resource documents referenced on the HR Website are intended to be consistent with the intent of the PEA Collective Agreement. 


� See Articles 8/01 of the PEA Collective Agreement





� Also, see the Career Planning Worksheet on the HR Website at Performance Development. 
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