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Probationary Period

Scope:  This policy applies to all regularly benefited employees except faculty and executives.

Policy:  Regularly benefited employees shall be on probation for the first year of employment.  An employee on probation does not have access to the Administrative Grievance Procedure. This one-year probationary period cannot be waived regardless of the individual’s background.  A supervisor may, in accordance with the following procedures, extend an employee’s probationary period.

Procedures:  During the probationary period the new employee has the opportunity to demonstrate the ability to perform the job and meet performance expectations.  The supervisor assesses job performance quarterly and determines whether to retain the employee or (in extraordinary circumstances) to extend the probation.  A supervisor may request to extend the probationary period for a predetermined amount of time to improve performance in specified areas by checking the appropriate block on the employee’s Interim Performance Appraisal form or by notifying the employee in writing prior to the end of the probationary period.  The extension must be approved by the reviewer and the Executive Director of Human Resources.

For more information contact:
Executive Director of Human Resources, 301 934-7724
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