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Copy of Confirmation Report and attachments to : 
• BOR chair 
• BOR members 
• BOR advisor 
• Extra copy for Probationary Teacher  

Board of Review Meeting scheduled  
• Recommendations from 

previous meeting tabled 
• Agenda for current meeting 
• Recommendation made ie show 

cause letter re termination 

Sent from School/Region to Workforce Management and Support (Regions to forward information via TRIM) 

Forwarded to relevant 
Regional Staffing for 
processing 

Confirmation of Appointment 
Report – (due six months from 
appointment date) 
• Report completed by school 
• Signed by School Leader and 

Probationary Teacher 

File Commenced 
• Relevant information copied for Board 

member for consideration 

Interim Probation Report – 
(due three months from 
appointment date) 
• If satisfactory, report 

signed by School Leaders 
and Probationary Teacher 
and filed at school 

Show Cause – Termination (14 days to respond from delivery receipt 
date), minute and letter from ED WM&S to ADG HR for approval 
together with covering letter to School Leader requesting hand delivery 
to Probationary Teacher.  When signed, covering letter, Show Cause 
letter and attachments (reports and supporting documentation) sent by 
express post for hand delivery by the School Leader to Probationary 
Teacher.  School Leader to acknowledge delivery by return email. 

Referred back to School for more information 
(then process recommenced) 

Show Cause response received, copied and 
forwarded to Board members for consideration 

Board of Review meeting scheduled, response considered, 
recommendations made for referral to ADG HR 
 

If termination recommended, 
termination minute and letter to ADG 
HR.  When signed, termination letter 
sent via TRIM to Regional Human 
Resource Manager for hand delivery 
to Probationary Teacher.  RHRM to 
advise by return email when delivery 
has been completed.  Copy of 
termination letter then sent to 
Regional Director, RHRM, and 
School Leader.  Notice of Further 
Consideration placed on 
employment record (TSS). 

If Probationary Teacher 
resigns before termination 
implemented, Notice of 
Further Consideration 
placed on employment 
record (TSS), and letter 
advising of placement of 
Notice and future 
employment restrictions (as 
determined by BOR) to 
Probationary Teacher.  
Letter signed by ADG HR. 
 

Confirmation of Appointment.  
Minute and letter to ADG HR for 
approval.  When signed, letter sent 
with covering letter to School Leader 
for hand delivery.  School Leader to 
advise by return email when delivery 
completed.  Copy of letter sent to 
RD and RHRM. 
 

Probationary State School Teachers: Confirmation of Appointment - 
Satisfactory 

Probationary State School Teachers: Confirmation of Appointment - 
Unsatisfactory 
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