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Notification from DPC to 
School/Institute Office advising 

probation  due

Level A-C - Request HoS/Exec 
Director to advise composition of 

probation panel

Level D-E - Request Executive 
Dean to advise composition of 

probation panel

Book probation meeting in 
panel's calendars, providing > 4 

weeks notice

Book 15 minutes pre and post the 
probation meeting for the 
probation panel to disucss

Book probation meeting into 
probationer's calander and 
request completion of Staff 

Member's Report and return two 
weeks prior to the probation 

meeting

Level D and E only - Request 
supervisor complete a supervisor 

report

Approximately 2 weeks prior to 
the probation meeting distribute 

the completed Staff Member's 
Report and the supervisors 

report (if Level D or E) to the 
probation panel

Meeting takes place

Presiding Officer completes 
Probation Committee Review 

Report and forwards to 
probationer for comment

Staff Members Report and 
Probation Committee Review 

Report submitted to the 
delegated authority for 

endorsement

Staff Members Report and 
Probation Committee Review 

Report submitted to DPC within 
six (6) weeks of the probation 

meeting

Probation Coordinator’s process to scheduling probation meetings for continuing staff 


