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Academic Probation – Request for Extension 

The proforma should be completed by the Head of Department and signed by the probationer.


	Name of Probationer:
	
	Department:
	

	Start of Probation:

	
	Current End of Probation:
	

	Length of Extension request:
	

	Reason for Extension request:

	☐ Family Leave
☐ Sickness Absence
☐ Other

	If Other please provide a summary and justification for the request, including the length of extension request:
	





	If extension request is due to a period of leave (as noted above) please specify exact dates of leave taken:
	DD/MM/YYYY – DD/MM/YYYY

	Has the absence period been formally evidenced and recorded (eg. SuccessFactors, fit note):
	☐ Yes
☐ No (Please ensure the period of absence is recorded on SuccessFactors)





Guidance notes

Family Leave (e.g. maternity leave, shared parental leave and adoption leave):

In all cases of family leave, the period of academic probation will be extended automatically by one and a half times the period of absence (e.g. 12 months of maternity leave would equate to an 18 month extension to probation).  Please note that this would not preclude a case for early completion of probation being put forward to the Probation Review Group in the event that the criteria for the completion of probation is met in advance of the extended time period.  






Sickness Absence

In cases of long term sickness absence (defined as a recorded, continuous period of sickness absence of one month or more, where a medical certificate has been provided), the period of academic probation will be extended automatically by one and a half times the period of absence (e.g. 12 months of sickness leave would equate to an 18 month extension to probation).  Please note that this would not preclude a case for early completion of probation being put forward to the Probation Review Group in the event that the criteria for the completion of probation is met in advance of the extended time period. The probationer may be required by the Probation Review Group to attend an Occupational Health appointment where a medical certificate cannot be provided.  



Extension requests that do not fall within the categories of Family Leave or Sickness Absence will be reviewed by the Chair of the Probation Review Group. Such requests will be considered on a case-by-case basis, taking into account the specific circumstances and supporting evidence provided.


Please submit this form electronically to the Academic Progression Team in People Team: academicprogression@warwick.ac.uk.  Please also use this email address to notify of any changes to the length of the period of leave. 

	Signed (Head of Department):

	
	Date:
	

	Signed (Probationer):
	

	Date:
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