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Overview  

Unless otherwise approved, the employment of a person with less than six months employment in the Victorian 
Public Service (VPS) is subject to a period of probation. 

The purpose of the probationary period is to ascertain whether the work performance and conduct of employees 
covered by the Victorian Public Service Enterprise Agreement 2020 (VPS Agreement), meet the standard expected 
of employees in the VPS, before the full rights and responsibilities of employment are confirmed. Probation also 
provides support and feedback to an employee at the commencement of employment and complements the induction 
process. 

The probationary and induction processes should be closely linked as both span the initial period of employment and 
both are designed to assist in the integration of new employees. Appropriate induction complements the probationary 
process in ensuring that employees are given adequate information and training to enable them to perform the duties 
of their position efficiently at an early stage. Similarly, the probationary process enhances the effectiveness of 
induction by requiring regular monitoring and assessment of an employee’s work performance and conduct together 
with counselling as required. 

An offer of employment is to specify whether a probationary period is to apply including the duration of the 
probationary period (not more than six months) where one is required. 

The duration of a probationary period will be six months, unless otherwise determined by the delegate. The delegate 
has the discretion to employ a person on a shorter probationary period or without a probationary period. 
Circumstances where the delegate may consider it appropriate to employ a person without a six-month probationary 
period include, but are not limited to: 

• Employees engaged on a fixed term basis for less than 6 months 
• Employees engaged through a graduate or internship program 

The probationary period of a new employee is reduced by any period of continuous employment in the VPS, 
immediately preceding the commencement of employment, including any fixed term employment but not including 
casual employment.  

Where a person is transferred or promoted during a probationary period, the transfer or promotion has the effect of 
confirming the person’s employment in the VPS (i.e., the probationary period has concluded). This does not apply in 
the case of a temporary assignment to another Department during the probationary period. In such circumstances the 
employee’s manager remains responsible for managing the probation process in accordance with this policy and in 
consultation with the manager of the assignment location. 

A probationary period does not apply in respect of the transfer or promotion of an existing employee in the VPS, or 
where a person is employed on a casual basis. 

The employee’s work performance and conduct during the probationary period is to be assessed against the 
standard of work applicable to the employee’s classification level. 

The standards of performance and conduct that can be expected of employees are set out in a number of documents 
or instruments including but not limited to: 

• Industrial Agreements 
• Department policy statements including the Performance and Development Guidelines 
• the Victorian Public Sector Code of Conduct 
• the employee’s position description 
• any other information provided by the employer that identifies the standards and expectations required of the 

person in the role. 

The manager is responsible for the probation process for an employee in the VPS public service and the delegate for 
all decisions taken in relation to the outcome of the probationary period.  

The VPS Agreement provides the legal framework for probation. These guidelines set out the probationary process.  

All documentation in relation to probation should be placed on the employee’s personnel file. 
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Probationary process 
There are three stages of the probationary process: 

STAGE 1: COMMENCEMENT OF PROBATIONARY PERIOD 

At the commencement of the probationary period the manager will advise the employee of: 

• the probationary process, in particular the duration of the probationary period;  
• the required standards of performance and conduct (including those that apply to the employee as part of the 

Performance and Development Process) within the context of the employee’s role and experience; and 
• the consequences of not meeting the required standards of performance and conduct.  

STAGE 2: DURING PROBATION  

During the probationary period the manager will monitor the employee’s performance and conduct and provide 
regular feedback. The employee should be given the opportunity to discuss their performance and conduct with the 
manager. 

If performance or conduct issues are identified during the probationary period, the manager will counsel the 
employee during the probationary period in relation to his or her performance or conduct and provide a written record 
of such counselling to the employee. 

Where the performance and/or conduct of the employee makes it probable that the probationary period will not be 
completed satisfactorily, the manager will meet with the employee and provide a written record explaining clearly: 

• the required standards of performance and/or conduct  
• how the employee has failed to meet the required standards 
• the consequences of continued or repeated failure to meet the required standards  
• any support that is to be provided to assist the employee meet the required standards. 

STAGE 3: CONCLUSION OF PROBATIONARY PERIOD 

Prior to the conclusion of the probationary period the manager will meet with the employee to discuss the employee’s 
performance and conduct. The manager will make a recommendation with sufficient time to enable the delegate to 
make a decision before the end of the probationary period.  

The delegate will consider the recommendation and will either: 

• confirm employment; or 
• annul the employment.  

Unless the employment is annulled in accordance with the annulment section below, the employee’s employment will 
be confirmed at the end of the probationary period. 

ANNULMENT  

Where annulment is being considered, the delegate should seek advice from the Employee Conduct Branch. 

Where the delegate has formed the preliminary view that employment is likely to be annulled, the employee is to be 
informed in writing: 

• that his or her performance and/or conduct is below the required standard; 
• how the employee has failed to meet the required standard;  
• of the details of any assistance and support provided to the employee, including any training recommended, and 

whether the training was undertaken; 
• of any other relevant details relating to the employee’s performance or conduct;  
• that it is likely employment will be annulled; and  
• that the employee has seven days from the date the written advice is received (either by registered post or hand 

delivered from the manager) to provide a written response raising any other matters in relation to the proposed 
annulment. 

Following consideration of any response from the employee, or in the absence of a response, the delegate will: 
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• confirm employment; or 
• annul employment.  

The delegate must advise the employee of the decision in writing and the action, if any, to be taken. 

Nothing in these Guidelines prevents the delegate from annulling employment prior to the conclusion of an 
employee’s probationary period. 

Where employment is annulled, the annulment will take effect from such date as is determined by the delegate. The 
effective date of annulment cannot be retrospective, and the employee must be provided with at least two weeks’ 
notice or pay in lieu of notice prior to the end of the probationary period.  

A probationary employee’s employment may be annulled without notice or payment in lieu of notice if the employee 
has committed any serious misconduct, as defined by regulation 1.07 of the Fair Work Regulations 2009. 

A person may lodge a grievance with the Merit Protection Boards in relation to a decision to annul his or her 
employment, in line with the Review of Action Guide -Public Service policy. 

Salary progression and probation 
The Department’s Performance and Development Process arrangements apply during the probation period. Further 
information on the process, including salary progression eligibility, is available on HRWeb. 

Leave while on probation 
An absence on leave during a probationary period does not alter the duration of that probationary period. An 
employee’s absence from work for any period during the probationary period does not prevent the delegate from 
annulling the employee’s employment in line with the annulment section above.  

Further Assistance  
Further information, advice or assistance on any matters related to probation is available by: 

• accessing the A-Z topic list on HRWeb,  

• using the related topics list; or   

• contacting Corporate People Services 

 

https://www.legislation.gov.au/Series/F2009L02356
https://www.education.vic.gov.au/hrweb/employcond/Pages/grievPSS.aspx
http://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
http://www.education.vic.gov.au/hrweb/workm/Pages/probPSS.aspx
http://www.education.vic.gov.au/hrweb/Documents/Corporate_HR_Services_Contact_List.docx
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