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It is the policy of the District Board of Trustees that all career service employees filling a permanent full‑time or permanent part-time position shall be required to serve a probationary period. 

The Board shall have the right to discipline or ultimately discharge any employee.  

History: Adopted: 1/11/83; Effective: 1/11/83; Revised: 7/14/87; 3/8/88; 2/9/99, 8/8/17
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PROBATION:

In accordance with Board Policy 6Hx12:8-04, all newly hired career service employees will serve a probationary period.

The purpose of the probationary period is to allow the employee a period of time to master the duties and responsibilities of the position.  The probationary period also provides the employee and the supervisor a period of time to evaluate the employee's ability and desire to successfully perform these duties and responsibilities.

The first six calendar months of appointment are considered a probationary period.

At the end of two and four months of employment, conferences shall be held that shall include written performance appraisals.  The conferences should be directed at employee development, areas of weakness or strength, and any additional training required to improve performance.

A third conference shall be held at least two weeks before the end of the six month probationary period.  The third session shall include a performance appraisal with a recommendation for either permanent status, extension of the probationary period, or termination.  The appraisal shall be reviewed by the second level supervisor prior to the counseling session.

An extension of the probationary period may be granted by the President or appropriate Vice President for up to three additional months when an employee's performance is rated overall conditional.


History:  Adopted: 2/9/99
Procedure 6Hx12:8-04
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The immediate supervisor shall justify in writing why the extension is appropriate and develop a performance improvement plan which identifies what the employee must achieve in order to attain a satisfactory rating.  During the extended probationary period, the employee shall be appraised monthly based on the anniversary date.

The employee may resign during the probationary period.  A two weeks notice should be given.  Resignations must be submitted in writing to the supervisor with a copy to the Human Resources Department.

Similarly, a probationary employee may be terminated with two weeks notice if, after a conference, it is determined that the employee cannot adequately perform the duties of the position.  Two weeks notice is waived in instances warranting immediate dismissal.

DISMISSAL:

The Board shall have the right to discipline or ultimately discharge any employee.

If the employee has satisfactorily completed the probationary period, the employee may be given two weeks notice of dismissal, except in those cases where, in the judgment of the President, the welfare of the College warrants immediate dismissal.  

