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The employee and supervisor should discuss and determine a schedule when they are able to meet 
regularly, especially at the onset of employment, to provide a time when the employee can ask 
questions and obtain feedback from the supervisor as to their performance. If the supervisor determines 
the employee is not suited for the job, it should not be a surprise to the employee, but instead 
something that has been discussed with him/her along the way during their regular meetings. The 
supervisor should list, in writing, the specific job responsibilities in which improvement is required. By 
the same token, it is the period during which employees are to assess the new job; to decide whether 
the job is the position they anticipated and if it suits their abilities and interests. 
 
 

 

 



The probationary performance evaluation forms will become a part of the employee's personnel file and 
the employee's signature on the evaluation form indicates neither agreement nor disagreement with 
the summary, but rather that the summary has been discussed with the employee. In the event an 
employee decides to refuse to sign the evaluation form the supervisor will provide a statement to that 
effect. 

The probationary period may be extended by the college due to unexpected circumstances (i.e. 
unexpected absenteeism, etc.) for up to an additional 90 days. The immediate supervisor shall submit a 
written request outlining the reasons for the length of the extension to the Human Resources Director 
and President and they shall have final approval concerning the extension based upon adequate 
justification. 

Temporary employees are not subject to the probationary period and their employment can be 
terminated at any time and/or when the job assignment is completed. 
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