CONFIDENTIAL

Probation Agreement 

for a Member of the Contract Research Staff

Before completing this form please read the probation procedure carefully.  As photocopies will be made of this form please complete in typescript or black ink.  An electronic version of this form is available on line at http://www.aber.ac.uk/human-resources/probationforms.html
SECTION 1 - Personal Details

Name……………..........................................................................................................................................................

Department....................................................................................................................................................................

Period of Probation:


From...........................................
To.............................................

For appointments of three years or more a probationary period of one year will normally be applied with a first report being obtained after six months.  A second and final report will normally be obtained on completion of the period of probation and a decision on whether to confirm the appointment made as soon as possible, normally within one month of the end of the probationary period.  While the report is being considered, the appointment will remain unconfirmed.  When confirmation is made it will take effect from the end of the probationary period.  For appointments of less than three years a shorter period of probation may be specified and, in some cases only one combined first and final report will be obtained.

Date First Report Due (if applicable)..............................................................

Title of Research Project…………………………………………………………………………..

Project Supervisor(s)……………………………………………………………………………….

Period of Project:


From……………………………….
To…………………………………..

Name of Mentor/Research Fund Holder ..................................................................................

FURTHER MATERIAL
Any further material to be provided should be on A4 size paper, firmly tagged and listed below. 

List of further material provided.


Item






Date
NOTES

SECTION 2 - Plan of Activities (spanning the period of probation specified in the letter of appointment).

NOTE:  This plan is to be prepared before the Contract Researcher takes up his or her appointment or, at the very latest, within a month of commencement.  In preparing the plan, the Research Fund Holder must confirm that the objectives are realistic, will further institutional and Departmental aims with respect to research and will enhance the career development of the Probationer.

Please set out the Contract Researcher’s objectives/programme of research, and other  tasks undertaken for the purposes of career development (including contributions to teaching, administration and technical support)  to be undertaken during the period of probation as follows:

Research:  To include details of the proposed programme of research to be undertaken during the period of probation.  This should include:

· Details of the agreed research programme

· The nature and extent of planned publications and/or patents.

Teaching:
Please give details of  teaching to be undertaken during the period of probation as follows:

(i)    Formal Lectures (include level, whether undergraduate or postgraduate, in each case)

(ii)   Workshops/tutorials/seminars

(iii)  Laboratory Classes and Fieldwork

(iv)    Research Tutorials/seminars

(v)     Others (i.e supervision of undergraduate projects, PhD and other research degree supervision)

Administrative Duties (Please give details of Administrative Duties to be assigned to the Contract Researcher during the period of probation).

Training and Development needs Following initial assessment with the Research Fund Holder and the Staff Development Unit please give details of Training and Development Programme/Courses to be followed during the period of probation including proposed outcome(s).

On completion within the Department, the plan is to be submitted to the Director of Research for approval.  In considering the plan, the Director of Research will wish to be satisfied that the standards set are sufficiently high, the targets realistic, and the projected workload reasonable.  He or she may need to discuss or clarify certain aspects of the plan with the Probationer and/or the Research Fund Holder before agreement can be reached and the plan finalised and signed, normally within one month of the probationer taking up his or her appointment.  A copy of the agreed plan is sent to the Personnel Office for information.

We confirm that the above plan is agreed as setting out the Contract Researcher’s objectives/programme of research and other contributions (teaching and administrative duties) to be undertaken during the period of probation.

Signed...........................................................Contract Researcher

Date..................................................

Signed............................................................Research Fundholder

Date..................................................

Signed............................................................Director of Research

Date.................................................
Continuation page for Section 2
SECTION 3 - First Report (if applicable).  To be prepared by the Research Fund Holder in consultation with the Probationer.

NOTE:  The performance of the Probationer will be assessed against the agreed objectives set out in the plan and those requirements only.  The Director of Research will assess the quality of the work produced under the plan in relation to research and other contributions (teaching and administration).  The Probationer will not be judged against objectives not included in the plan.

Please provide a factual report on progress against the agreed objectives/ programme set out in the plan as follows:

​Research

Teaching

Administrative Duties

Training and Development
The Director of Research  is asked to indicate here whether, at this stage, he or she expects to be in a position to confirm the appointment for the remainder of its fixed term at the end of probation..  

If the Probationer disagrees with the report, or certain aspects of it, he or she has an opportunity to include his or her written comments here.

The report  is then signed by the Probationer, the Research Fund Holder and the Director of Research.

Signed...................................................Contract Researcher


Date..............................

Signed...................................................Research Fund Holder


Date...............................

Signed……………………………………Director of Research


Date…………………… 

A copy of the report is sent to the Personnel Office for information

If, at this stage, the Director of Research has concerns, these will be conveyed in writing to the Probationer, including specific targets for improved performance required by the time of the final review.  Should that be the case, reference to those concerns and targets, including the date(s) of any letter(s) sent, will be included here and the form signed by the Director of Research.

Signed..........................................................Director of Research

Date.......................................

NOTES

SECTION 4 - Second and final (or combined first and final) report to be prepared by the Research Fund Holder in consultation with the Probationer.  The report is then considered by the Director of Research.

NOTE:    As on the previous occasion, the Probationer will be assessed against the agreed objectives set out in the plan and those requirements only.  The Director of Research will assess the quality of the work produced under the plan in relation to research and other contributions (teaching and administration). The Probationer will not be judged against objectives not included in the plan.

Please provide a factual report on progress against the agreed objectives/programme set out in the plan as follows:

Research

Teaching

Administrative Duties

Training and Development

The Director of Research is asked to indicate here whether or not he or she wishes the appointment be confirmed.  If the Director of Research does not wish the appointment to be confirmed for the remainder of its fixed term, he or she is asked to provide the reasons for that decision here.

If the probationer disagrees with the report, or certain aspects of it, he or she has an opportunity to include his or her written comments here.

The report is then signed by the Probationer, the Research Fund Holder and the Director of Research.

Signed...........................................................Contract Researcher

Date...........................................

Signed…………………………………………Research Fund Holder

Date………………………………

Signed........................................................…Director of Research

Date............................................

NOTE:  The report, once signed by the Probationer, the Research Fund Holder and the Director of Research, is sent to the Personnel Office as soon as possible so that, in the case of a favourable report, a letter, confirming the appointment for the remainder of its fixed term can be sent  (normally within one month of the end of the probationary period).  While the report is being prepared, the appointment will remain unconfirmed.  When confirmation is made it will take effect from the end of the probationary period.

A member of the Contract Research Staff whose appointment is not confirmed at the end of probation on the grounds of poor performance, will have an internal right of appeal to the Dean of the relevant Faculty.  Where the Dean is from the same Department as the member of the Contract Research Staff, the appeal will be heard by the immediate past Dean.  The member of the Contract Research Staff may be accompanied at the appeal, if desired, by a person of his or her choice. 
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