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1.0 NNSW LHD Probation Procedure


2.0 Background 

All employees recruited to NNSW LHD who are external to NSW Health Service will be subject to a three (3) month probation period.

The purpose of the probation period is to offer support and guidance to new employees of NNSW LHD to provide a clear understanding of the requirements of their role along with offering the necessary support to achieve the required standard during the initial period of employment. At the same time, it provides NNSW LHD with an opportunity to assess the performance and future potential of the employee before deciding to confirm appointment.


3.0 Purpose 

The objective of the policy is to assist managers with setting clear performance and conduct expectations for new employees as part of their three-month probation review period.


4.0 Policy Statement 

NSW Health Policy Directive ‘Recruitment and Selection of Staff to the NSW Health Service provides for a probation period of up to 3 months for new staff to the NSW Health Service only, unless otherwise provided by relevant legislation or industrial award.

People re-entering the NSW Health Service after an absence of two years or more are considered to be new staff.  Note: Probation periods do not apply to existing NSW Health Service staff regardless of whether their new role is in the same Health organisation or elsewhere in NSW Health.

Probation periods are not to be applied to any trainee programs that already contain their own progress assessment processes (including Junior Medical Officers).

Probation periods will not apply to any staff who are employed for less than 3 months and there is no expectation of employment continuing beyond three (3) months.

For both fixed-term and continuing appointments, a probationary period only applies to the initial period of a person’s employment with NNSW LHD. 

The procedure may be also varied in respect of its application to staff who are employed for less than three (3) months and there is no expectation of employment continuing beyond three (3) months.   However, setting and clarifying performance expectations, monitoring performance and acknowledging good performance is a minimum requirement.

Probation is linked to an employee’s annual Performance Appraisal (PA).  The PA will commence following confirmation of employment following the three (3) month probation period.

5.0 Procedure 

5.1	Prior to Commencement

New employees are to be informed in their letter of appointment to NNSW LHD that they will be subject to probation review during and at the end of the three (3) month probation period.

5.2	Probation Process

Throughout the probation period, the Line Manager is responsible for carrying out regular 1:1 meetings with the new employee.

There will be at least three probation period meetings. The meetings will take place as follows: 
· Step 1 - Initial meeting (within the first week of commencement)
· Step 2 - First review meeting (at six weeks) 
· Step 3 – Second or final review meeting (at 10 weeks)
5.2.1	On Commencement

On commencement of a new employee, the manager must:
1) Clarify performance expectations and set and discuss a Probation Plan against the requirements of the role
2) Clarify conduct and behaviour in line with NSW Health Code of Conduct and Core Values; 
3) Clarify absence/attendance and time keeping requirements
4) Discuss mandatory training requirements
5) Discuss any additional learning and development opportunities/other support required or available; 
6) Confirm that satisfactory performance against the set goals and objectives and the position description is to be achieved for the probationary appointment to be confirmed.

During this meeting the line manager and the employee complete the ‘Probation Plan’ (Appendix 1:  Part A).

5.2.2	First formal review meeting (at 6 weeks)

The Line Manager will invite the new employee to a review meeting to discuss the employee’s progress. The meeting should allow the line manager and employee to review the employee’s performance during the first six weeks in the role. 

Key areas to focus on include:
 
• Performance standards against the requirements of the role; 
• Conduct and behaviour in line with NSW Health Core Values; 
• Absence/attendance and time keeping; 
• Additional learning and development opportunities/other support required; 
• Progress on the completion of local induction and mandatory training; 
• Any other issues that may be affecting the employee’s standard of work and performance. 

During this meeting the line manager and the employee complete the Probation Report – 6 weeks (Appendix 1: Part B). The report should contain a summary of the employee’s achievement of set performance goals and any areas they may need to focus on during the remainder of the probation period.

By the end of the 6-week review meeting the manager and employee should have a strong indication if the employee is meeting the performance expectations of the role and the likelihood of continuation of the employment. 

If there are serious concerns about the employee’s performance the line manager should contact Human Resources for advice as soon as possible.
Note:  Formal review meetings as outlined in this procedure do not replace ongoing and meaningful feedback conversations between managers and employees.

5.2.3	Second (final) formal review meeting (at ten (10) weeks)

During this meeting any performance and development goals that were set at the first review meeting will be evaluated and discussed together with the overall performance of the employee. An assessment should be made as to whether the employee has met the required performance expectations. 

This meeting will have one of three outcomes:

Outcome One – Confirmation of employment

A decision to confirm employment can be made when the manager is of the view that the employee’s performance is satisfactory.  The employee should be told that they have successfully completed their probation period and that they will be issued with confirmation of employment letter.

OR:

Outcome Two – Extension of probation

A decision to extend probation for a further three (3) months can be made when the manager is of the view that the employee’s performance does not yet meet expected performance standards but will meet the standard required for satisfactory performance within a further three (3) month probation period.





OR:

Outcome Three - Discontinuation of employment 

A decision to discontinue an employee’s employment can be made when the manager is of the view that the employee’s performance is unsatisfactory taking into account any performance and development goals set, action plans developed, and meetings held during the 3-month probation period.

5.3	Extension of Probation

If the final review meeting identifies the need for further development and if the manager assesses that the employee will achieve the performance expected in the role within a further three (3) month period, an extension of the probation period may be granted.

An extension of probation may also be granted in extenuating circumstances, e.g. long-term absence of an employee during the probation period or due to other employment processes that are in place at the time.

5.4 Discontinuation of Employment

Discontinuation of employment during probation occurs where an employee is assessed as not meeting performance and conduct expectations during the probation period.  Decisions about termination of employment during probation are in consultation with Human Resources and in accordance with NSW Health and NNSW LHD policies.
	
Decisions about whether or not the employee has been successful should not be left until the end of the probation period (i.e. at three months).

Where the line manager has formed the preliminary view that employment is likely to be discontinued, the line manager must seek advice from Human Resources to discontinue employment. (Refer to Appendix 3 - Brief seeking approval from Director of Workforce to discontinue the employment). 

Where discontinuation of employment is being considered, Human Resources must attend the final review meeting (after 10 weeks).

The employee may be accompanied by a support person during this meeting, such as a colleague, union member or other representative. Their role is to observe the discussions and provide support to the employee.

6.0 Timeframes

Adherence to above described timelines and processes is paramount and all managers should diarise key dates during employee’s probationary periods to allow time for the assessment of performance and conduct.

This should include factoring in ample time for decision making processes within the Local Health District.


7.0 Final Decision

Following approval from the Tier 3 Manager, the Tier 3 Manager will: 
• Confirm employment and issue – Confirmation of appointment notification (Appendix D); or

Following approval from a Tier 3 Manager, the Line Manager will:

• Extend probation – Extension of probation notification (Appendix E); or

Following approval from the Director of Workforce, Workforce Systems & Support will: 

• Discontinue employment and issue – Discontinuation of employment letter (Appendix F).
 
Where employment is discontinued, the effective date will be the date of approval of action. The effective date of termination cannot be retrospective, and the employee must be provided with notice or pay in lieu of notice in accordance with the applicable industrial agreement.

8.0 Responsibilities

Senior Executives are required to ensure that:
· This procedure is communicated to all managers, supervisors involved in managing staff
· This procedure is linked with organisational planning, systems and processes
· All facilities and services within NNSW LHD meet the requirements of this procedure
Human Resources are required to:
· Ensure provision of advice, information and training and support as necessary to support effective implementation of this procedure and assist managers with the process of probation
· Attend probation meetings as required.
Managers / Supervisors are responsible for:
· Meet regularly with the new employee to set and clarify expectations and to review their performance during the probation period
· Make sure that new employees receive adequate support to be successful in their role and for monitoring their progress
· Actively participate in the probation review process and provide feedback upon their performance
· Address performance concerns, if required with support by Human Resources
· Adherence to reporting and timelines
· Development of a Performance Plan for employees who successfully complete their probation





Workforce Systems and Workforce Recruitment are responsible for:
· Monitoring employee probation periods
· Provide advice and status reports to managers and Human Resources in relation to the requirements of the probation period
Process the appointment, extension, confirmation and discontinuation of employment based on probation.


9.0 References 

1.0 Government Sector Employment (General) Rules 2014
2.0 Public Service Commission – Probation Review
3.0 NSW Ministry of Health Policy Directive – Recruitment and Selection of Staff PD2017_040
4.0 NSW Health ‘Managing for Performance’ PD2016_040
5.0 NNSW LHD PD XYZ “Managing for Performance” 
 
10.0 Appendices

A Probation Plan
B Probation Report 6 Weeks
C Probation Report 10 Weeks
D Confirmation of employment notification
E Extension of probation notification
F Discontinuation of Employment Letter
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PROBATION PLAN

	A – PROBATION PLAN

This Probation Plan outlines the expected performance and development of employees during their probation period. 
The Probation Plan should be completed with the employee within the first week of employment with NNSW LHD.
It is the Manager’s responsibility to organize and implement the Probation Plan.

Refer to:
 NNSW LHD PDXYZ “Probation Period Procedure” and NNSW LHD PDXYZ “Managing for Performance” 

	

	Employee Name
	

	Position Title
	

	Department / Location
	

	Line Manager
	

	Date of Commencement
	

	Date (Initial Meeting):
	

	A Planning
Items for discussion at the initial meeting:
Manager to clarify expectations of the role and provide overview of the department (if not already covered by the Orientation Process)
	ACCEPT

	KEY ACCOUNTABILITIES
	I am clear on what is expected of me in my role and based on the key accountabilities and other requirements outlined in the Position Description.
	

	GENERAL BEHAVIOUR
	I have read, understood and agree to abide by the NSW Health Code of Conduct and the C.O.R.E. values.
	

	PROFESSIONAL CONDUCT
	I agree to abide by all relevant policies and procedures and conduct myself and my work in a professional manner at all times (Probation Report Section Quality/Output of Work).
	

	B Probation Report
Formal performance conversations during the probation period will be held at 6 weeks and 10 weeks.
· Complete the 6 and 10 week reports below in accordance with the PD requirements
· The reports will inform the decision of appointment, or annulment of employment with the District or if the extension of the probation period is required 
· Feedback and changes to performance and development plans need to be recorded within the comments section of each plan in accordance to the given timeframes
· If employee performance does not meet the expected and required standard, a member of the Human Resources Team should be consulted by the manager and the HR team member will be present at the 10-week meeting to support all parties
· At the final review meeting (after 10 weeks) the manager will inform whether the employee has successfully completed their probation period. Workforce Systems will be informed by the manager to issue a letter of appointment / annulment or notification if the probationary period will need to be extended




	Employee Signature
	
	Date:

	Manager Signature
	
	Date:





B PROBATION REPORT
6 WEEK REPORT
Review of employee performance and progress 6 weeks into the probation period.

	Meeting Date:
	

	A – Employee Information

	Surname:
	
	First Name:
	

	Commencement Date
	
	Classification / Grade:
	

	Work Location & Service
	

	Manager’s Name
	
	Manager’s Position
	

	B – Probation Review

	Attendance/Leave (Adherence to hours of work, incl. times of arrival/departure & meal breaks)
	Meets Requirements

	Comments:
Please outline developmental support if required.



	   Requires Development

	General Behaviour (Conforms to the standard expected / CORE Values)
	Meets Requirements

	Comments:
Please outline developmental support if required.

	   Requires Development

	Quality/Output of Work (Accuracy of work, frequency and seriousness of any errors, rate of work, meeting deadlines)
	Meets Requirements

	Comments:
Please outline developmental support if required.



	Requires Development

	Overall Assessment
	Meets Requirements

	Comments:
Please outline developmental support if required.


	
Does Not Meet Requirements
(Please contact your relevant HR Manager to participate in the 10 week probation review)

	C – Sign Off (both parties agree that above stated outcome has been discussed and is understood)

	Employee’s Signature:

	

	Manager’s Signature:

	

	Date:

	







C PROBATION REPORT
10 WEEK REPORT
Review of employee performance and progress 10 weeks into the probation period.
Manager: Please submit document upon completion to Workforce Systems for inclusion into employee files on: (link/address)
	Date:
	

	A – Employee Information

	Surname:
	
	First Name:
	

	Classification / Grade:
	

	Work Location & Service
	

	Manager’s Name
	
	Manager’s Position
	

	B – Probation Review

	Attendance/Leave (Adherence to hours of work, incl. times of arrival/departure & meal breaks)
	Meets Requirements

	Comments:



	   Requires Development

	General Behaviour (Conforms to the standard expected / CORE Values)
	Meets Requirements

	Comments:
	   Requires Development

	Quality/Output of Work (Accuracy of work, frequency and seriousness of any errors, rate of work, meeting deadlines)
	Meets Requirements

	Comments:



	Requires Development

	Overall Assessment
	           Meets Requirements
Appointment to be confirmed

	Comments:



	
    Does Not Meet Requirements

Probation to be extended
by 3 months

Appointment to be discontinued           



	C – Sign Off (both parties agree that above stated outcome has been discussed and is understood)

	Employee’s Signature:

	

	Manager’s Signature:

	

	Date:

	

	Managers are reminded to offer the availability of confidential counselling and support through the Employee Assistance Program via “LifeWorks” on 1300 361 008 or online on: http://www.login.lifeworks.com  [Username: nnswlhdeap / Password: NNSWLHDlifeworks]


D Confirmation of Appointment Notification


PRIVATE & CONFIDENTIAL

[Insert: Name]
[Insert: Address]
[Insert: via Email]




Dear Insert: Name

Re: Confirmation of Appointment

I refer to your letter of offer dated [insert date] and the referred probation period.

I am pleased to confirm that you have successfully completed the 3-month probation period in accordance with PD2017_040 NSW Health Recruitment and Selection of Staff and are now ongoing employed for [insert position] [insert service / facility].

It is confirmed that you have met the performance expectations outlined in your Probation Plan and in accordance with your Position Description.

Please note that the terms and conditions of your employment, set out in your letter of offer will continue to apply.

Please discuss your 12-month Performance Plan with your Line Manager.


Yours sincerely

[Insert: manager]
















E Extension of Probation Notification

PRIVATE & CONFIDENTIAL

[Insert: Name]
[Insert: Address]
[Insert: via Email]



Dear Insert: Name

Re: 3 (Three) Month Extension of Probation 

In reference to NSW Health PD 2017-040 Recruitment and Selection Staff it has been identified that your performance is currently not meeting the organisational expectations outlined in your Position Description and the Probation Plan. 

Your line manager has undertaken orientation, monitored your performance and provided feedback during the first 10 weeks of your probationary period. 

Your line manager has decided that the probation period should be extended by a further 3 (three) month to provide you with further support and with the opportunity to develop the necessary skills to fulfill your role and meet organisational performance expectations. Your probation has been extended to [insert date].

Your manager will continue to support you and will schedule in regular meetings to formally discuss your progress.

After 10 (ten) weeks into the second term of your probation, you will be notified if your appointment will be confirmed or if your employment will be discontinued.
If you have any queries in relation to this matter, please contact your manager.


Yours sincerely
[Insert line manager]




















F Discontinuation of Employment Letter

PRIVATE AND CONFIDENTIAL 

[Insert: Employee name] 
[Insert: Postal address] 
[Insert: Postal address] 


Dear [Insert Name] 

Discontinuation of Employment 

Your probation period with Northern NSW Local Health District is due to end on [insert date]. 

I confirm that your manager [Insert Name] has decided not to continue your employment beyond your 3 [extended 6 month] month probation period. 

This decision is based on the outcomes of your Probation Plan and Report that you completed with your manger during your probation period. 

As a result, your employment will end on <insert date>. 

In accordance with [Award] you will receive [Insert: number] week’s pay in lieu of notice. 
Enclosed is a copy of your Probation Report. 

You are also reminded of the availability of confidential counselling through the Employee Assistance Program LifeWorks, available on: 1300 361 008
 
Please contact [insert HR contact] on [Insert phone] if you have any questions about the content of this letter. 


Yours sincerely 

[Insert Name]
Director of Workforce

Date:
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