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For a continuing Academic employee during their probationary period

Step 1: Goal Setting

The start date of the Focus probationary document will be from the employee commencement
date. The final end date of the Focus probationary document will be the employee probation end

date.
For a continuing Academic employee the standard probation period is two (2) years.

Further information about Academic probation periods is detailed

Notification

Employee receives Focus system email once their probationary Focus document has been
created. The supervisor will also receive an email notifying them that a Focus document has been
created for the employee. This will happen on or near the employee’s commencement date.

Step 1 of the process, ‘Goal Setting’, for a continuing Academic who has just commenced should
be completed within the first month of employment.

Pre-goal setting meeting

The supervisor and employee have an initial discussion about the employee drafting goals.
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https://services.anu.edu.au/human-resources/enterprise-agreement/17-probation

The employee
drafts goals, by
clicking on the +
icon, adding goals
accordingly, and
then notifies
supervisor - Notify
function.

Academic work
goals are split into
sections as follows:

e Research

e Education

e Service

e Development

There is also a
prompt for the
employee to review,
and update if
needed, their
academic workload
distribution.
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specific education related or research related elements. Examples could include confributions towards the
University or university sector governance, committees and policy development. Significant leadership or
management responsibilities are alzo included in this section.

Mo goals have been defined in this section

Supervisor goal
setting approval

The supervisor and
employee meet to
discuss goals.

Supervisor logs in
through HORUS >
Manager Self
Service and clicks
on the Focus-Team
Performance tile,
then Team
Documents tile.

The supervisor
selects the relevant
employee, reviews
the information, and
completes the goal
setting step (step 1)
by clicking
Complete.
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Both supervisor and j - ir
employee receive a o v

system email
confirming that step
1 is complete.

Step 2: Checkpoint 1

Step 2, ‘Checkpoint 1°, should be completed at the 6 month point after commencing in the role.

Due dates for each step for a probationary employee Focus document are displayed in the top left
of the Focus document when clicking on the drop-down function there.

Employee in Prograss

e . )
J Mar - 31 Dec 2024 ~

Employee enters

progress comments

against goals for ¢ Checkpoint 1

each work goals es Share with Supervisor

section: ® :
Research _

Education
Service ~ Summary

et i

Once employee b
completes and |

saves comments
they click Share
with Supervisor >
Supervisor and
You. The supervisor
will be notified at
this point.
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Checkpoint 1 in Prograss
meeting

After supervisor 4 Mar - 31 Dec 2024

reviews employee
comments, they
organise a meeting

with the employee ®
and make any

necessary changes.

~ Summary

Complete Employee

checkpoint [ envioerane |
Gaoal on track
Following the

meeting, supervisor Manage

must complete “ﬂg @
Select Rating, i.e.
performance ‘On
track’ or ‘Not on
track’, and

comments.

Type comment here

Supervisor clicks
on: Share with
Employee >
Employee and You
> Complete.

Both supervisor and
employee receive a
system email
confirming that step
2 is complete.

Step 3 and Step 4: Checkpoint 2 and Checkpoint 3

Step 3, ‘Checkpoint 2’, and Step 4, ‘Checkpoint 3’, occur every 6 months and follow the same
process outlined in Step 2.

See ‘Step 2’ instructions for how to complete subsequent ‘Checkpoint 2" and ‘Checkpoint 3’

During the two (2) year probation period the employee and supervisor should check in on
progress at least every 6 months, and document progress at each of these checkpoints in the
Focus document.

Much more frequent discussions between employee and supervisor are encouraged, in
addition to completing the checkpoint steps every 6 months. System reminders will be sent to
employee and supervisor if a step hasn’'t been completed and is nearing the due date or has
past the due date.
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Step 5: Review Set Goals

Step 5 is an ancillary step to the final Step 6: it is the final opportunity to add any goals
that may have occurred since the last checkpoint. During the final Step 6, no further goals
can be added as this is the final step for evaluation.

The timing of Step 5 is just before the final Step 6 is completed. Both Step 5 and Step 6 should be
completed within the final few months of the probation period. That is, for a two (2) year probation
period, these steps would be completed in months 22-24 of the two (2) year/24 month probation
period.

Reminder: due dates for each step are visible within the Focus document at any point in the
process, in the top left of the document when clicking on the drop-down function there.
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add any relevant '-i.mee your updates Share with Supervisor
goals not yet ®
documente. Onoo | Reseerh, Education Senice o Development sl sstn |

both employee and

supervisor have
reviewed set goals,

and ensured that Emp'“’_

~ Summary

any updates are
shared via the | .
Share with 4
Supervisor/Emplo Manag

yee function, the
supervisor marks
this step Complete.

Manager's comments are not shared

Note: once this step
is completed no
further goals can be
added.

Step 6: End of Cycle Reflection and Evaluation

This is the final step of the probationary Focus document, and should be completed in
months 22-24 of the two (2) year/24 month probation period.
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Former supervisor in Progress

Only if applicable Dec2024 v

Step 6 of 6
Where the . =3

employee has had a
Change in nnol see your updates. Share with Employes
supervisor during @
probationary

document, th_e ~ Summary

current supervisor
can invite feedback
from the former
supervisor, if still at

Employes

the ANU. This
option is only used
following [cance] Add New Participants

consultation with
the employee. _

If using this option
the supervisor Chanceiry Bidg 10
selects the

participant icon (top
right of the
document),
searches for the
former supervisor
by name or email,
selects that
supervisor, and
clicks Continue.

Note: when searching for the former supervisor, it may take 15-20 seconds
to load and show the result.

The former
supervisor receives
an email notifying
them of the
feedback request
and instruction on
how to complete it.

The current
supervisor recieves
an email notifying
them when the
previous supervisor
has completed their
feedback.
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assoseme -
assessment

« | Your rating is mandato
Employee assesses
their performance
against the set v Ba—y
goals, adding in Employee
their comments in -
the ‘Summary’ ype comment here
section.

(@ View Prior Steps Evaluation

Em ployee also © Comments are required with a minimum of 20 characters
needs to
acknowledge WHS
and Code of
Conduct via the
drop-down.

N
i,

submission 2 S
Employee clicks
Complete to submit | Evaluatien  ©
assessment and -am‘m‘tsee!he evaluation until you complete the document

comments to their
supervisor.

Email notification to
supervisor.
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End of probation period reflection meeting

After supervisor reviews comments, they organise a meeting with the employee to discuss their

reflection and evaluation of the employee at the end of the employee’s probation period.

Note: this final step is also where the supervisor either:

- recommends probation is confirmed; or
- does not recommend probation is confirmed.

Complete end of
cycle reflection
and evaluation Manager

Albus Supervisoris

FoIIOWing the V| Your rating is mandatory.
meeting, SupeI’ViSOr | recommend confirmation .

must add I'eﬂeCtlon | dont recommend confirmation

and evaluation

com mentS, and @ Comments are required with a minimum of 20 characters
mark this final step
Complete.

Note: the
evaluation for a
probationary Focus
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document includes
a drop-down for the
supervisor to select
one of two ratings:

- |l recommend
confirmation
(of probation)

- ldon’t
recommend
confirmation
(of probation)

Both supervisor and
employee receive a
system email
confirming that Step
6 (final step) is
complete.
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Step 6 of 6

Complede

Evaluation &

-armt see the evaluation unil you complete the document. Ensure you meet before doing so

Completed Focus
document

When supervisor
completes the final
step, the record is
stored in Historical
Documents (within
Focus tile
homepage) for both
employee and
supervisor.
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For supervisors they will see the Focus status of all their employees,
including rating for any completed Focus document. For employees they
will be able to see their own completed Focus document.
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