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Probation Policy

Overview
[Company Name] requires all new employees to complete a period of Probation when they commence their employment (the ‘Probation period’). The purpose of this Probation Policy (‘Policy’) is to explain [Company Name]’s approach to the Probation period, i.e. to assess the suitability of new employees before ongoing employment is confirmed.


Application
This Policy applies to all new employees of [Company Name], including employees whose employment has transferred to [Company Name] as part of a transfer of business arrangement (a ‘transferring employee’).

This Policy does not form part of any employee’s contract of employment. If a term of this Policy is inconsistent with an employee’s contract of employment or any relevant industrial instrument, the contract or industrial instrument will prevail over this Policy to the extent of any inconsistency.

This Policy does not affect the minimum employment period under the Fair Work Act 2009 (Cth).


Probation Period
New employees of [Company Name] will be employed for a Probation period of 6 months [Delete after reading: Amend this if it is incorrect]. The purpose of the Probation period is for [Company Name] to provide advice and guidance for new employees to assist them to become familiar and competent in performing the work they have been appointed to do.

[Company Name] will assess an employee’s performance and conduct throughout the Probation period and provide feedback about their suitability for their new role. The continuing employment of the employee is dependent upon their successful completion of the Probation period.

New employees acknowledge and understand that their employment may be terminated if the employee’s performance and/or conduct does not meet the standard required for the job, [Company Name] may elect to terminate the employee’s employment with the requisite period of notice or upon payment in lieu of notice.


Variations
[Company Name] reserves the right to vary, replace or terminate this Policy from time to time.


Policy and further information
To the extent that the contents of this Policy refers to obligations on [Company Name], they are guidelines for management or summaries of applicable legislative requirements only and are not contractual terms, conditions or representations on which a staff member may rely. Management is available to assist with any queries you have relating to the Policy which is detailed above.









Document Control
This Policy will be reviewed on a regular basis and approved by the [Insert Position (e.g. CEO/Director/Owner)].
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AN EDITABLE HUMAN RESOURCE POLICY TEMPLATE

PROBATION POLICY

An overview

This Probation Policy Template is a document designed explain the organisation's probation policy. A
probation period is designed to give a new employee an opportunity to establish their suitability for their
new role. This policy should clearly outline expectations and set boundaries while also communicating
clearly the time period of the probation. The probation period should be communicated to the employee

before they commence work, ideally within their employment contract.
How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at

law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





