Probation Automated notfications

. A - Month of ..
Review Type |Type of notification When it is to be sent: Who is it sent to:
employment
Notification 4 weeks before the probation is due Month 3 Line Manager
Reminder 1 week after the probation is due Month 4 Line Manager
Final Reminder 2 weeks after the probation is due Line Manager
. . . 5 . Head of School or
First Review |Escalation stage 1 3 weeks after the probation is due Month 5 Head of Department (CSD/ASD/FSD)
Escalation stage 1 L Head of School or
Reminder 5 weeks after the probation is due Head of Department (CSD/ASD/FSD)
Escalation stage 2 6 weeks after the probation is due Dean or Head of Division
Escalation stage 2
. & 8 weeks after the probation is due Month 6 Dean or Head of Division
Reminder
Notification 2 week before probation is due Line Manager
Reminder 1 week after probation is due Line Manager
First . L Head of School or
. Escalation Stage 1 2 weeks after probation is due Head of Department (CSD/ASD/FSD)
Additional - any stage
Escalation stage 1 3 ks af bation is d Head of School or
Review Reminder weeks after probation is due Head of Department (CSD/ASD/FSD)
Escalation stage 2 4 weeks after probation is due Dean or Head of Division
Escalation stage 2
. & 5 weeks after probation is due Dean or Head of Division
Reminder
Notification 2 week before probation is due Line Manager
Reminder 1 week after probation is due Line Manager
Second E lati St 1 2 ks aft bati is d Head of School or
o scalation Stage weeks after probation is due Head of Department (CSD/ASD/FSD)
Additional - any stage
Escalation stage 1 3 ks af bation is d Head of School or
Review Reminder weeks after probation is due Head of Department (CSD/ASD/FSD)
Escalation stage 2 4 weeks after probation is due Dean or Head of Division
Escalation stage 2
R g 5 weeks after probation is due Dean or Head of Division
Reminder
Notification 10 days before PIP is due Line Manager
Reminder 1 week after PIP is due Line Manager
Performance —
. . ead or >chool or
Improvement Escalation Stage 1 2 weeks after PIP is due Head of Department (CSD/ASD/FSD)
Pl Revi R — 1 any stage
an heview Scalation stage . Head of School or
Reminder 3 weeks after PIP is due Head of Department (CSD/ASD/FSD)
Escalation stage 2 4 weeks after PIP is due Dean or Head of Division
Escalation stage 2
R g 5 weeks after PIP is due Dean or Head of Division
Reminder
PRO2 notification 4 weeks before the probation is due Month 7 Line Manager
PRO2 reminder 1 week after the probation is due Month 8 Line Manager
PRO2 final reminder 2 weeks after the probation is due Line Manager
. . . ) R Head of School or
Final Review |PRO2 escalation 1 3 weeks after the probation is due Head of Department (CSD/ASD/FSD)
PRO2 escalation 1 L Head of School or
reminder 5 weeks after the probation is due Month 9 Head of Department (CSD/ASD/FSD)
PRO2 escalation 2 6 weeks after the probation is due Dean or Head of Division
PRO2 escalation 2
8 weeks after the probation is due Month 10 Dean or Head of Division

reminder




