Probationary Review Policy and Procedure Q?Access 4u_

Purpose and Scope

Purpose

The purpose of the probationary review process is to assess a new employee’s performance, conduct,
cultural fit, and development needs during their initial employment period. This process supports fair,
consistent decision-making regarding ongoing employment.

Scope

Probationary reviews are to be completed for all part-time and full-time employees entering the
Organisation. Probationary reviews are not required for Casual employees or for internal transfers
unless otherwise specified in the employee’s contract.

Responsibilities and delegations

This policy applies to Governing Body. Staff and Volunteers

Specific responsibilities | The Board — Responsible for ensuring effective governance mechanisms
are in place.

The CEO and Managers — Responsible for monitoring and ensuring
adherence to Policy and related procedures.

Ensure due diligence and take reasonable steps to ensure Access4u are
meeting their obligations.

Ensure objectives of the policy are achieved.

Staff — Responsible for adherence to this and related policies, procedures
and forms that support this policy.

Policy approval CEO

Policy context — this policy relates to:

Standards National Disability Insurance Scheme Quality and Safety Framework

Legislation National Disability Insurance Scheme (Provider Registration and
Practice Standards) Rules 2018

National Disability Insurance Scheme Act 2013

Disability Discrimination Act (DDA) 1992

The Disability Services Act SA 1993

Contractual obligations NDIS Code of Conduct
Organisation policies and Staff Recruitment, Position Description, Code of Conduct
procedures
Forms, record keeping, other Probationary Review form, Essential Training, Position Description
documents
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Probationary Review Process

The supervisor is responsible for scheduling each probation review meeting, preferably in person (Teams may be
used where appropriate).

The employee must complete their section of the review form and provide it to the supervisor at least 24 hours
prior to the scheduled meeting to allow adequate preparation.

A signed copy of each completed review must be provided to both the employee and Human Resources for
recordkeeping.

Policy Statement

The organisation is committed to a fair, consistent, and supportive probationary review process. Employees will
be provided with clear performance expectations, regular feedback, and reasonable opportunity to improve
where required.

Completion of a probationary period does not remove the requirement for ongoing performance management in
line with organisational policies.

Roles and Responsibilities
Employee

e Understand role requirements and performance expectations
e Actively participate in probationary review meetings
e Seek clarification or support where required

Manager/Supervisor

e (Clearly communicate expectations and performance standards
e Provide regular feedback throughout the probationary period
e Conduct probationary review meetings in a timely manner

e Document outcomes and actions

Human Resources

e Provide guidance on the probationary review process
e Ensure consistency and compliance with legislation
e Maintain probationary review records
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Probationary Periods
Initial Review (1 month)

The first month review focuses on how well the employee has settled into the role, their understanding of
expectations, and whether they are receiving the right level of support.

e Ensure the employee understands their role, responsibilities, performance expectations and policies and
procedures.
e Discuss how they are adjusting to the team culture, systems and processes.

Mid-Probation Review (3 months)

The third month review is the critical performance checkpoint to determine whether the employee is on track to
successfully complete probation.

Assess and discuss:

- Quality of work

- Productivity and time management

- Communication and teamwork

- Any goals/KPIs set in first month review

- Performance, behaviour and reliability concerns

This is the most critical probationary review. If the employee is not meeting expectations, performance concerns
must be discussed, and a Performance Improvement Plan may be initiated.

Final-Probation Review (5 months)
The fifth month review prepares both the employee and the business for the final probation decision.
Confirm whether:

e Performance is consistent and reliable
e Behaviour and values are aligned with the Organisation
e The employee is operating at expected capacity

Assess:

e Problem-solving, independence and initiative in the role

e Ongoing development needs

e Review progress against any improvement plans

e This review ensures there are no surprises at the final probation outcome.
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Completion of Probation
If the employee has successfully met the requirements of their probationary period and is deemed suitable for
ongoing employment, Human Resources will issue a Completion of Probation Letter confirming their continued
employment with the Organisation.

Termination in Probation

If an employee is assessed as unsuitable for ongoing employment during the probationary period, the supervisor
must consult with Human Resources prior to making a decision. Human Resources may arrange a meeting with
the employee to advise them of the outcome and provide written confirmation of the decision. The supervisor
must provide sufficient documentation outlining performance or conduct concerns.

Notice will be provided in accordance with the employee’s contract and the requirements of the Fair Work Act.

Probation Extensions

Probationary periods will generally not be extended beyond six months. Any extension must be approved by
Human Resources before the employee reaches five months of employment.

Extensions will only be considered in circumstances where significant Leave Without Pay (LWOP) or other
extended absences have impacted the organisation’s ability to fairly assess the employee’s performance during
the probationary period.
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